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* ^ - ■ ^ • FOREWORD ■ . \ , . . ■ " .'• . 

... ., • ' f \ • / ^ - 

"Preparing for Public Ser^ce" Is a *one quarter course' designed" to acqua;lTit' high school . 

students withihe common competencies related to all Publtc^.Service jobs. In- addition to the • ' 

"stBdent centered materials found in this book, a teacher ' Sr-,gui de -outlim-ng- how this book can ' " ^ 

be used in a course setting has been developed for the po"tenti<l^user. ■ . \ 

. . . ■ 

The Preparing for. Public Service course ;is"the s.£cond>in a series of three courses developed 

as -a comprehensive aoproach to /ocation^l skill development in Pulbic "Service, for Georgia Hiph - 
Schools. While materials in this course are valuable to the atudent without benefit of the •remaining- 
two-touf'ses in the series, a student would normally enroll -in'"Ori€ntation to Public' Service"* prior 
to enter1ng%this course-,. Upon su:L3ssful completion a* student' wouli thert* enroll in the Pjjblic 
Service Skill Development program which is taugtit in the community. • .. , • ' " 

; .A(^with .all curriculum materi^als and guides,' the, info-rmation>contained here is a beginning 

.point. In order for this course to effectively meet the needs-o^each individual student the *. 
user must ada[it tojocal and indiviBual student needs. As such, I make a strong recoimiendat^ion " 
tfiat extensive use of the curriculum, guides be used with the material's. Included i"n~these guides 
IS a wide range of sugges^tions for helping- these materials me^t the local clas-sroom teacheV'.s needs. ' 
This material was ^prepared, by-, the "Applied, Program of Public Service" under a direct grant to' 

Gwinnett County Schools -from the Georgia ^State 'Department Office- for" Adult and Vocational Education ' 
(GAVE). GAVE- is presently under the direction of Dr. Russell Clark. Assistant Superintendent of . " 

Adult and Vocational Education Programs^ " > ' . 

♦ ' " -.. Daniel L. Cowart - - . • , 

- . . • • *. - - . . * ■ . • 

, ■ ■ . Project^oord-itiator. and Operations Director 



EFFECTIVE WRIHEN COMMUNICATION 
Introduction to Communication 
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This packet was- prepared to help you become skillful with som of the many forms of written 

conwuni cation you wTTTcencounter in Public Service, whether or not you decide dn a'faf^ in public 
service. These forms, include 'the business letter, the application form, ^he , memorandum, and the/ 
short report, - * > 

In order fbr you, to be able to pommunMcate effectively in'writing, y^^u need to know exactly what 
' it means to communicate and how important communication is in our everyday lives. There are many forms 
of communication that do not use wofcis, -When you are writing, although you may never have realized 
this before, you cire using one of these other forifis. Therefore, it is impqrtant to know about the other 
forms of communication and how trtay may effect your writing,' The basic introtiyction will help you to 
learn some of these things about^ communication. * , 

WHERE AM I GOJNg? ^ . ^ " ^ * ' , 

By the time Tffnish thils basic introduction; I will be able to explain the meaning of the word 
"^"communicate", I will be able to tell what .is meant by- "verbal" and "nonverbal" communication and 
'explain how these sometfhies combine. I will be able to- delnonstcate examples Qf\these two major forms 

... ' ■• ' ' : ; ^ ■ \ 

of con^umcation,_ " ■ • * • . ' ■x 



HOW WILl. I GET THERE? ' . ' 

'^. I will read the material provided 
on -the following pages. 

2. I will complete- the Self-Check Activity 

3. I wilWomplete the Improvisation 
Activity. ... 
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HOW WIU. I KNdk,WHEN I'VE ARRIVED?" 

A 

1. -r^will, check my comprehension of the 

materi^al by checking -my' answers to'the 
' . ■ . ^ ■ . »- f 

Self -Check Activity. 

2. I.Will ask for my cjassmates' "and teacher's 
reactions to my performance\on the Impro- 
vi)sation Activity'. 



INTRODUCTION TO^COMMUNICATION - 

Have.you e,yer thought about .the meaning of the word "communicate"? ;'Conmunicate" means 
• to senji a.message that has meaning. To help you in understanding this definition, a "little * 
better, read'the followi^story about a. morning in the life of a high school student named 
Jane. "•. < «.-/ - 

.-■:■/ 

When the alarm clock went pff^at 6:30 onta schox)l day, Jane pretended that ,she didn't hear 
it and burrowed deeper .into t^e covers. Ten minutes later, though, when she heard her mother's ' 

^voice calling her from" dow'nStairs, Jane knew she, had to get up. While she was getting dressed, 
Jane turhed.on the radio to her favorite station for the mprning music .sh6w. As she was combing \ 
her hair, the disc jockey played the song Jane and her boyfriend, Mike, thought of as theirs, 
and she began to daydream ^bout Mike and the spring .fomial . When she heard Her motor's irritated 

- voice calling. Pier again, Jane ^fpni shed dressing and hurried •<lownstairs. At the breakfast table, 
Jane exchanged ."Good aTomtngs" with her parents. .She -poured h^^rself a cup of coff^Tfrojii a coffee- 
pot attached to a timer that made it start automatically.' While she was glancing at the ^newspaper,' 
Jane's younger brother canje rushing into-the kitchen, scowling at everyone who spoke'to him. J 
Bo^co, the family dog, nudged Janels-elbow with his nose'. " Every morning.Jane fed him pieces of 
toast and Bosco was getting impatient. The sound 'of Mike's car horn outside ende'd breakfast for 
Jane. 5he grabbed her books^ hurriedly said goodbye and rushed out to join Mike. 
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• ^ This.- simple, little story is not just about a girl named Jane;.;lt'is about communication in 
.**1H^ fj)mis. Take a f|w minutes to jot down on -a piece ot scrap papeV all the instances. of\ 
comnrtini cation you can/finc} in this story. , - * . 

How many instances of communicatton did you find? You probably realized that people were | 
sending other people messages irr the story and eyfen that a dog (BoscoJ W<|s sending a message, 
but did you realize that mechanical gadgets wer^ sending messages to people and that electrical 
gadgets were sending messages to each other? The ala,mi clock sent Jane a message that it was ^ 
time to get up, and Mike's car iiorn sent Jane a message that Mike was outside. .The timer sentJ the 
coffeepot an electrical message that it was. Mme tQ start^ 

Of course, the. gadgets in *our story dihn't send "verbal •;^s§ages (messages with wordsj. . The" 
"verbal" or "word" 'messages in our story w^re a-l.l sent by people. Jane sent her parents, a word 
message when she sai'd "Good morning" ajid ahe re/deived a word message when she listened'to the radio 
and read -the newspaper; The people in this stpry also used "nonverbal." cornmtini cation (communication. 
' without words)'. The scowl on ilane's brother 'si 'face told how he felt. "Jarte was send.i-ng 'a '"nonverbal" 
message to herself^. when she* was. daydreaming, /somet'imes the, "verbal" and "nonver'btl" messages were 
cgmbine\i.-The irritable tone in Jane'^ motheV'5 voice combined with the words her^mdther used to call 
Jane to. breakfast to tell Jane her mqt^r meant business. .The^words of the song Jane listened- to 
combined with the music to convey a- message. ' * • ^ > 
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These are juSt a few of the hundreds of verbal , '-nonverbal , and' combined messages ie get 
everi^day. ,.-Sx)me1Jimes our very lives may depend on messages, both verbal and nonverbal'. Consider 
for-exampTV^w.'a siren, a buzzer, or the 'picture of a skull and crossbones on a bojttle of poison 
. may save our liy^KW warning us of danger. Many times, ^s on a bottle of poison tfiat tias the 
word "POISON" arid the picture of a skull ard crossbones on it,, verbal and nonverbal messages work 
together, but sometimes they may worksagalnst each other. Imagine arriving for a job interview 
dressed very sloppily. You may comp^unic^te the right' t|iings verbally to the interviewer, but 
what 'message is your physical app^earance' coninunicatin^o^our^ prospective employer? If you^ ^ 
jotted .down only the verbal forms of comrnunication in our little story, it's probably because in 

* -our society we, are most used to. tbinkirTg in terms of -Verbal communication, but ^t is important 

V to- remember about nonverbal forW of communication as well. 



Activity 1 , ' SELF-CHECK 

• : - ^ ' • s 

Objective: I will check. my ability to recall important points about communication discussed in 
this intr<oductfon-3 and. I will distinguish between verbal and njonverbal communication. 



Resources: This self-check activity, pencil or pen. 
Part I ^ • ' - ' 

Instructions: Below is a list of messages' we received in our everyi^ay lives. Beside 
each message, write whether that messtige is" verbal , nonverbal', or a combination of.j^th. 

^=r. ^* "'"^^ "warning': label on a parage of cigarettes; 

2. A telegram. ' • , ' < ^ ^ * 

3. A flashing blue light on the top of a car. 

. 4. A billboard advertising a nearby mdtel. * ^ ^ • 

5. A bell that rings at .the end of math class. ' 

' 6. S^iying "hello" in a pleasant- voice.* 

I • 7. The frown p.n your parents' faces when you come in two hours late. 

' ' is. A red traffic light. ' ' . 

' 9.^ A cross on the top of a building. 

10. Your favorite song. . 
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i Instructions; Supply the best short ans^wer that you can fop 'each oKthe following sentences 



1. To communicate means 



2. People can communicate with people,..but communication can also take place between 
and ■ ■ * 



3. "Verbal" conmunication jneans 



4. "Nonverbal" communication m&axis 



5. An example of verbal , communication is '^ ■, --' 

6. An example of nonverbal conmunication i^^^ • 

7. An example of the two. kinds of communicatjon combine'd is 



• 8. An example of-a time when the -two kinife of communication conflict w,it^ each other 1s 



9{ An example of verbal communication that may save our lives i's j 



/ 



10. An example of^^nonverbal communication thafmay save our -lives -is > - 
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FJpw will - 1 know I've Done it Correctly? 

I checTTmy answers witf^HH answer key. 
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Activity 2 < ' _ .IMPROVISATIONS • *' ' » ^ ' . • 

Objective^ I will demonstrate some Instances of verbal and non-verbal communication. 

^ ; f . '■ — ^ • ^ i '—t 3 

• ACTIVITY * . . " ' y 

Resources: Some imagination and several of your classmates, - - _ / 



Instructions:, Get into groups^ of two or three and select one of the situafiohs befow 



y 



or create' one of ^your 'own as a group. Assign parts and' improvise (make up dialogue 
and action as you go along) a, 2-3 minute skit around the situation: Have each'play^r 
use both dialogue (verbal commuhi cation) end .some form of nonverbal communication such 
as^ gesture,* faci'al^expression, body movement, or vofce tone, "^ou, can make 'the total 
effect of the communication either positive or negative. - f^^ ' 

^Situations : - * ' • ' ) , - 

1. You are a nervous prosj^ective employee of a public service agency (select One) and have 
• ^ arrived for an interview 'with the personnel^ manager. • ^ 

You arl^a public service agency employee '(teacher, fireman, parks director, etc. ) who has 

just been named the'local "Citizen of the. Year". Yo'u are accepting an award from the mayOr. 
3. The President of the United States is ma-king a tour of^g^vei^nment agencies and yours (select 

one) has been chosen' as one he is to visit. You have been selected to gi:eet him. 
-^4. ^You and jinother public service employee (each 'from a separate MOG) have been asked to speak 

to d high-school APPS class.' One or two of the students have a questiott'to ask you when you. 

finish spealcihg. * ^* , W , 

' How Will I Know Tve Done It Correctly? " ' ' . • ' • 

I will asV for the reactions of my teacher anfl classmates. * ' ^- 



EFFECTIVE WRI-TTEN COMMUNICATION 
The Business Letter 



Whether or not you .decide on a career in public service, .one of the. forms of wfitten-*communi>- 
cation you will encounter most frequently i^S the business fetter. The business letter is simply " 
an "agreed upon form most^pebple use to. send messages in the business world. They-have many pur- 
poses: to ask for information, or to, respond to requests are/tvK) of the most common. ' • 

* . ' ' 

• • • , I • ■ _ ■ /- , 

As a public serv^ice employee, you could come .into contact with busing letters daiiy. If you 
had. an enfe-y level job .in a public service agency, you. might be^expected to write letters on r9utine 
matters 'as well as put them into'^their finaJ?-, typed form for "mailiag. At the 'managemen,t level, you 
•would be responsible tor the contents of a business letter. Either way, you- would be e)rpected to 



•communicate effectively through the form of a business letter. \^ 



♦ 



WHERE AM 1 GOING? " \ ^ . ' , 

By the time I finis^lithis section, I will be "able to identify the correct procedures for writing 
a business letter. I ^^jll be able to write an acceptable business better! 



- HOW WILL I GET THER£? 

1. .1 wi if. read the material provided 
. on the following^ages- 

2. 1 will complete the Self-Check 
• Activity* 

3. ^* I will complete the Letter Writing 

Activity. ^ , " , 
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HOW WILL I- KNOW WHEN I'VE ARRIVED? 

1. I will check my knowTed'ge of the basic ^ 
procedures for writing a 'business letter 
by checking my answers on, the Self.-Check 
answer key. . ' ' 

2. I will ask for my^cl,af§€mate*s opinions of 
the lett^er I write. 

3. I will ask for my teacher's evaluation of 
the letter I write. 



8. ' 
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' THE BUSINESS LETTER ' , ■ " . 

Writing an effective business letter merfhs that the person receiving the letter gets, as nearly/ 
as possible,, the message you intend for the letter to have. In. order to ensure that the receiver will 
get this message, there are'seyeral "rules" you should follow. 

1. Organize your thought's as carefully as possible, so that they will be easier to understand. 

2. Keep your message as simple as possible. Do not include any unnecessary information that 
might "clutter up" your letter and make the main points of the tnessage more difficult far 
the receiver to get. Ke^eo your words simple and your sentences short,, if possible. 

3. Be sure to send the proper "nonverbal" message with your letter. As a representative of a 
public service agency, you will be speaking for that agency. Adopt a^ "tone" i^ your letter 
that will |)e polite and indicate that you are happy to t?e working .with the public. At the 
same time^ convey 'a nonverbal message that you Sre responsible and knowledgeable as a reore- 
sentative of your agency. Use the proper form and avoid any carelessness (misspellings, 
smudges, grammatical errors) that may say otherwise. Use good quality, unlined paper of a 
standard s'ize. Type your letter, if possible. If not, use your very best handwriting. ^ 
Use a. pen -that writes with dark bj)ie or black ink and does not skip or blot. * 

. Thei?e are several acceptable forms for "business letters and you will orobably be expected to use 

• 1 - . ■ • ■ - ■ . r 

one of thes^ forms. • The following page shows one of these acceptable forms. The key at the bottom of 
the page .identifies tp^ parts of the business letter. The explanation of each ^f/Siiese^^p^ on the 
next few pages will help you to understand^me of the agreed-upon conventi^^': ^o^ writing business letters 
As you read the explanations, ^e^er back to the sample letter. • • V 



, • Public Service Agency 
'(.1) 123 Any Street 

Any Town, Any State 12345 
(2) -March 15', 1977 \ 



. Miss Jane, Smith, APRS Teacher 
Typical Town High School 
'f3) 123 Any Street 

Youir^ Town, Your State 12345 



(4) pe^ir Miss Smith: 
off5)( 



Our off)^ce has just received your letter of March 13. 

r 

f ^ , ^ 

^ Could y(Ju please let know what time would be con- > 

venient for me to come speair to yt}ur APRS class: Jhe best 
(5) • time for me would be either a Thursday or Friday morning. 

I am looking foward to meeting with you and your class. 

. ^ - (6)"" Sincerely yours, 



(7) , John P. Wilson 



KEY 



\ 



1 . Sender^* s Address- 

2. Date'Line 

3. Inside AdclVess 

4. Greeting or Salutation 

5. Body of the Letter 

6. Closing 

7. Signature 
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P^s of the Business Letter . , 

Address of Sender - If you are working in a public service ageLy or other office, your office 
stationary will probably have a "letterhead" with the name and address'of the office on it. If 
jioti write your address in the manner shown. . Your house nimber and street/name, or your rural 
route and box number go on the tsjp line; youA.cit^ state, and zip code on the second line. A 
Conma goes^between the city and state or rural route 'and box number. Notice that the left-hand 
margins of the -sender's address are- exactly even and that t\\e right-hand margins ai^e as even as 
, possible. Don't use abbreviation? unless absolutely necessary, (an exceptionally long city and 
^s.tate name that would run over into the right-hand maijgin, for example). . It, is most acceptable 
to abbreviate the name of your state and to use the abbreviations "St." for "Street"; "Ave." ' 
for "Avenu'e"; "rt." for "Route"., Each item in-rffie^^sender's address goes dir'ectly under the ' 
other. Do ndt skip lines. ^■ 



The Date Line - Today's date goes directly under the address of the sender 'without skipping a line. 

j • « ' L 

^fM'^^^^ margiti pf the date^ne is^exactly e/en with the left-hand margin of the^sender's 

address.^ Write out the month tdon't abbreviate), follow that with the da^, and put a conma between, 

the day of the jricun'th and the year. ' ^ * " " " 

9 

Inside Address - This address i^- the name of the person" arfd/or company to whom you are writing. 
If yoy do not know the individual's name but wish-the letter to go to a person with a. par\icaiar 
title, you may use the title in your inside adress (Example.: Public Relations Officer/Department 
of Agriculture). Some rules about the inside address are that the left-hand 'margin is perfectly • 
straight and about one inch frpm the left of the page. Separate this, address from the s-ender'"s 
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3. (continued) address wtth a double space. Each woKd' in the name of the agency or company to which 
you are i^riting i^ capitalized. Again, put a comma'. between the name of tffe city and the state. ■ 

Salutation or Gating - Separate the salutation from the inside address with a blafJk space. The 

left-hand margin should be exactly even with the left-hand margin of the inside „address. If you ' — 
know the nan^ of the person to whom you are Wfiting, begin the salutation with "Dear" followed by 
the person's title and last time. If you do not knpil^the pefson'.s name; you may use as salutation 
like "Gentlemen"'Sr "Dear Sirs". -It is now considered acceptable to begin a business letter with 
"Dear Sir or-Madam". • Always follow the salutatiqn 'with a colon (:) and capitalize each word in 

' " ' "5 

the salutation. Coflmon ab)3revations to be used with this portion of- the letter include "Mr.", _ , 
' ^ -\ ' - • • 4 

"«rs;", and "Dr.".. / 

w * 

1 

"5. Body of the Letter - This "is the main part of your' letter. Keep your^ left-hand margin exactly . ■ . 

even with the left-hand margin of the inside address and salutation.. Make the right-hand margin 
of the letter fairly even with the right-hand margin of the sender's addresTT- You may indent' 
the first sentence of each paragraph in the jetter, if you like. Separate this. part' of the letter * . 
from, the salutation with a blank- space and skip a line between each paragraph of your .letter:. The* 
body of the letter is obviously the most^ ilnportant part of your, letter since it will, contain the . V 

information you are sending. State your most^amportant information first and do not include any* 
unnecessary information. Be polite, but as brief as possibjie. And do be certain tfrat-you are 

sending correct messages. Get your facts straight!- 

'■ ■ ' . . _ , ' 'X^s ' ' 



14 



.A- ■ 

6. "Closing - There are, several clbsings you can> use. These include "Very truly yours" ,Y'S'incerely 
yours", and "Yours' tru"fy". .Leave' a 'blank spaji^e between the b£)Jy^ of th6 letter and the closing. 
Capitalize or^|j|^the first word in the closing and use a comma after the\ final word of the 
closing. . : • . ' . \ ^ 
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7. Signature - If you ^re writing your letter 'by hand, sign your letter on tjie line below your closing. 
^ - j . . 

Use your first and last name, but;not your title. You would not, for example', s'iga your letter 

"Miss Jane Smith". You may,j"f you like, put your title in .parentheses before your signature. If 

you are typing your letter, skip. four spaces below the closing and ti^e your name so that the Igft- 

hand margins of the closing and .your typed name are ^x\.. Write your name in the space between' the 

closing and y our typed name. ' ' • ■ ' ' 




• p 



V 



The -Enrvelope 



I - 



The envelope is also afi important .part of your busine'ss letter. If possible, use a standard 
Size, white business envelope (4" X 9^"). If the name of yoyr agency or company is already printed 
^in the upper left hand cprner of the envelope, you may write;.or type your name beneath that of your 
agency. If your agency name is not on the envelope; leave a sqall margin at 'the top and left of 
theXenVelope, and type or write your rtame and then your address just as it i^ oh the sender's address. 
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The Envelope -.continued ■ ' .. . 

» t * ' 

The name and address of the- person- to whom you are sending the letter goes, in the middle of the 
eny^Tope^^n' the same form as the inside address. Notice that the left-hand margins are always ' 
even. When you finish, your envelope should look like this: 



Mr. John P. Wilson 
.Public Service Agency 
123 Any Street 
Any Town, Any State 12345 



Miss Jane Smith, APPS Teacher^ 
Typical Town High School 
123 Any Street ' 
Your. Town, Your State 12^45 



J 



Folding the Lette 



* If you are using a, standard size envelope,^old your letter fay turning it up one-third ofvthe/ 
*«y from the bottom of the sheet so that the typed pprtion is on the inside. Fold the top third of 
the sheet dver the faottom third. If you must use a small siie envelope, fold the paper up from the 



-> ' * * 4 

- • ? r 

Foldintj the ietter - continued " - - ,, 


■, ^ bottom so that the sheet is folded into aa exact'half wit^h the typed portion inside*. Now fold the 


•^^ • • right third section of the sheet over the. two thirds^ Your teacher wi'll demonstrate the. proper way 


to fofd a 


business letter, ' < 
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Activity 1 StLF-CHECK-~-' " • ' 

Objective: I will demonstrate my knowledge of the basic conventions of writing a busines letter. 

— 



ACTIVITY, 



Resources: This self-check activity, pencil or pen 

Directions: Place the letter corresponding to the part of the business letter that fits the 
dej^tription of a rule for that part on the space to the left of the description. 
- The description may fit more than one letter part, . 

A, Sender's Address E. Body * , ^ 

B, Date Line , , ^ • F, Closing 

C, Inside Address • G/ Signature 

D, Salutation C 

1- Commas may go here. ^ * , , ^ 

^ 2. Comma goes at the end only. 

, ^ 3. Left-hand margin is, even^.with the left hand margin jof the- sender's address. 

.4.' Right-hand margins are not exactly even. 

_r 5. Address of the person or agency 'to whom the letter is being sent. 

J ^ 6*. Address of the person or agency who^is sending 'the letter. 

- 7. Jhe first line may be indented five spaces. ' . 

' 8. A colon is the -correct punctuation. \ 



9. Goes immediately below the sender's address. 

10. The left-hand margin should be even with the left-hand margin of the inside 

n. Each word should be capitalized. 

12. Should be separated from the.-part4ie#Qre it by a double space. 

13* "This part must always be handwritten, even if the letter is typed. 

14. Gives the title of the person to whom you are writing. ^ 

15. Contains a zip code. \ 



r 

HOW WILL J KNOW I'VE DONE IT CORRECTLY? 

I will check my answers with the answer key, 
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Activity 2 \ . LETTER WRITiriG 

ective: I w^]! demonstrate my ability'to writd an effective business letter. 




( 



ACTIVITr 



- Resources: Good quality, unlined, white writing paper, pen that writes vlith dark blue or 
bl^k ink, or a typewriter, your favorite MOG^ and a white business envelope. ' ' ' 

■ Directions: Imagine that yo'u are already employed in the public service 4rea that most appeals 

r 

to you, in the capacity of public, relations officer. A high school APPS class has written to 
you asking for general informatiorf' about employment in youf public service area. Locate the 
MOG\hat describes the area in which you are fervtng. and.review it for the information the APPS 
cUs^ has requested. Now write a .business letter in acceptable fonn/:onveying the information 

- to the APPS class.- You can make up an address for your office and usg your own high school's 
^address for the inside address. Prepare an envelope to go along with your letter. " Type the 
letter and envelope if you can. If not, use your very best handwriting. A§k one of your class- 
mates to proojgead your letter before you take it to your ^teacher. Since you certainly want to- 
convey a good impression of public service to prospective .employees, rewrite your letter if your 

, ^ teacher says you /ave any mi stakes "liytil it is as perfect as you can make it. 



HOW WILL I KNOW I'VE DONE IT CORRECTLY? 

I will ask my teacher, to evaluate my letter. 



A') 



EFFECTIVE WRITTEN^COMMUNICATION ' 
Tjie Personal Data Sheet . ^ 

Like the business letter, a FORM is' simply an agreed-upon means for sending information in the 
business world. Even if you have never worked, you have probably filled out many different 'kinds of , 
forms: a form when you are'iisue^ a textbook; a form^to register for classes; a form to' open a savings ^ 
or checking account; perhaps even a form to apply for a driver's license. Once you do start working, 
you will be surrounded by even more forms: forms to apply for the job;-forms-fo*=-4he payrol/ and 
insurance departments when you-h*j(e the job; forms to file your income tax; and forms to apply Jor credit 
or to buy a car. If you do decide on a career in public service, most local and state governments and the 
federal government have special forms they have adopted for various purposes. But, regardless of whether 
*you decide on a career in public service, the ability to fill, out' forms 'is a skill everyone needs to. acquire. 
Of bourse, the first form you will fill out for'a public service agency you want to work for isa 
job application form. The personal data sheet is a way of gathering and organizing information you will 
need to fill out a job application form and is our first step on the way to becoming ar> effective com-' 
municator through job application forms. 



WHERE AM I GOIHG? . • , ' • - ■ , 

By the time I fini^i this section on the personal ,data sheet, I will befable to write a personal 
data sheet to aid me in rilling out a job application form. 3. 



EFFECTIVE WRIHER COMMUNICATION 

The Application Forms,^ ' , 't 



Certainly one of the most 'important forms you will ever fill out is the job application form. 
Just as with the business letter, there are certain agreed-^on "eonv^entions'* or "rules'* you ,sKould 
follbw in filling out an application form. And, just as with business letters, you are communicating 
nonverbal information about yourself at the same 't^me you corrajunicate the verbal information asked 
for on the form. The application form may be the first contact you have with a prospective* employer 
and if your form looks messy and gives the appearance of having been carelessly filled out, that 
employer may come to the conclusion that you are not the person the agency, wants to hire. You may 
never get the chance to appear in person to correct that impression. In this section on^the appli- 
cation, form you will learn to be an effective communicator thrbqgh the medium of the. application 
form. • • . 



WHERE AM I GOING? , ^ 

, By the tinfe F finish this section on, the application form, I will be able td fill out a 
general application^fonfr and a civil service job applfcation form with total accuracy. 
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• . . • THE APPLICATION FORM • ' • ' ^ y 

The purple of the .application form is for the employer to get information about you that will 
help him or her decide whether you are the kind of employee the agency or company needs. Most 
application forms require the same kinds of information. Since it Is very'^ important to be accurate 
-"(supply the right information) on an application form and 5ince it is. difficult to remember all the 
details you will be expected to know, it is a good idea to make a personal data sheet for yourself 
that will contain all the information you will need to fill out an application form. You can then 
take this sheet with you to have when you fill out the form. 

The first kind of information the application form will orobably require is personal information. 
You will^have to supply your name and 'address and details such as where and when you were born; physical 
characteristics such as height and weight; information about your parents; and perhaps something about 
your Interests,. hobbies, and career goals. 

A second kind of information you will need to fiW out a job application form is about your 
educational background. There will probably be places on the form for ypu to list the schools you ^ 
attended, where these schools were located, and dates you attended them. Sometimes there will also be 
a space for you to list the subject^you studied inSchool and what your grades were in thos subjects. 

A third category of information is about your work experience^ You must put down on most appli- 

^cfition fonte the job you now have and, usually beginning with the most recent job and going back, the jobs 

- ' . «. 
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Application Form - continued 



you have held in the past. You will also have to write down the names of your supervisors on these 
jobs,j the rate bf^pay for these jobs, how long you held each job, and your reason for leaving each 
job/ I " ' ' ' ^ . • . ^ ^ 



jFinally, Xhe^ will probably be a section on the application form for you to write the names 
and adfiresses 5f three people who can say something about your character and your^^u^lifications 
for the job for which you are now applying. These kinds of people^sre called REFERENCES. Usually, 
the form will state thAt>^he references should' not be relatives or the same people you listed as 
former employers. Good prospective references might include your minister, Sunday school teacher, 
.family phypician, teacher, or a neighbor who is respected in the community, ^he prospective employer 
will probably contact these people, so it is considered couf^ous to ask their permission before 
you list them as references. • ^ 
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HOW WILL I GET THERE?* 

1. Twill read the material provided on 
the following pages. 

2. I will fill out the general application 
form. ; 

3. I will fill out the civil; service applicatibn 
form. ' ^ 

4. ^ If time allows, I will complete the Role 

Playing Activity. 



HOW WILL I KNOW I'VE ARRIVED?' 

1. . I will ask my teacher to ^eck my 

general application form 'for total 
accuracy. 

2. 'I '^ill ask my teacher to check my 

f civil service application form for 
total accuracy. 

3. I. will ask for my classirtates' and 
my teacher's opinions of my perform 

' ance in the ^Role Playing Activity. 



. ^ *• • THE JOB APPLICATION FORM RULES 

A'j.ob applicatiQn form is a. means employers use to get a^lot'of information abotjt a pros- 
pective employee in a relatively small space. . When you fill out on| of these forms, there are 
certain rules you should follow to be sure you are communicating the right kind 6f verbal and 
nonverbal infomnation about yourself.' ' * 

. ' , General Rtn^es^fpo^Fming Out an Application Form 

. ' " ' ' ' . 'J ' ' ' ' ^ ^; 

K Be neat/ The way your form looks will send a lot of nonverbal tnforma^jon about you. If ^ 
your form is smudged, if your printing or handwriting is sloppy or if you write in the wrong 
spaces or let your writing drift all over the page, the employer is not going to be very, 
■impressed. When you are^ filling out an application formi use a pen that writes with dark 
blue or» black ink and that does not'ski-p or run. 

- • 

2. Be accurate . • Give correct information. The agency will probably check your info»?mation, so 
be sure you have nam^s, dates, and addresses correfCfT The time to check this information is 
before you go to' fill out the application f(#m. Your pers'on^data sheet will help you here. 



( 




Be honest . Many application forms,* including the civil service one, state 'that giving misinfor- 
mation can cause you npt to be considered" for the job. If you h^e to write something on the 
fgrm you think will hurt four chances for getting the job, you vq^ probably have a chance to 
explain in a personal' interview\ . \ ^ . ' ^ 



4* Be complete . Give a]X the information asked for and do pot leave any^ blank spaces. If a 
certain question does not apply to you, write "N/A" (not applicable) in the space provided. 
If you leave a blank space, it may look as though you simply overlooked that question. Many 
times, also, one question will ask for more than one kind of information, so be sure to answer 
eaph question completely. The^vil service application form states that failure to answer 
all the questions completely could mean you would not be considered for the jeb. How would 
y^ou feel knowing that a moment's carelessness cost yoa a job? 

5. Follow directions exactly . ♦ If the directions say "Pleasfe print" and you proceed to answer 

the questions in writing, what is your prospective employer going to think about your ability * 

to follow directions? In order to follow directions, you have to be sure to read all the 

directions on the form: Never start to fill out a form until you have read afl' the instructions ^ 

carefully. * >. 

I 

These are the genera;!, rules for filling out applicattion forms. If you follow all these rules 



carefully, you should have no pro^em making a good impression with your coffipleted-form. As you 

fill out the form, put your personal data^||eet beside .the form and transfer the information on 

your data sheet to the form. There are some rules about putting this information on^the form 

» 

you should know. ' ' " 
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Rules for Putting Pergonal Information on the Form 

!• Your name . Usually thj^jform will ask for your last name first* then your "^st name, and your 
middle name or initial- Be sure to put your name in the spaces provided* If therfe is a 
separate space for each p^t of your name, don*t run your name together. ^ 

2. Date of birth . -You may put the number of the month, followed by a slash line^, followed by the 
day of the montf^, followed by a slash line^, followed by the last two numbers of the^year. 
(EXAMPLE: 3/7/77). • " ♦ 

3. Address . There will probably be a separate space. for the number of your house, your street, 
city, state and zip code. Don't run all this information together if a separate space is 
provided for each item. • . , 



62 



4. Work history . The form will probably state to list your most recent (last) job or present 
' job first, and then the job^^ had just before that and so on. Even if your job was^nly a 
^art-time job, you. should list it,, since any job experience helps. The r^te of pay may be ] 

listed as ^ per . If you were pai^y the hour and*made $2.75 an hour, you w^d 

write $ 2.75 per hour. If you were paid |y the week and made $80 a week, you would write 
^BOp^r week, and so on. ^ 
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Health s The form ask you to state the general condition of your health. If you have not had 

y serious health problems, you would probably write "Good". There may also be a list of 
diseases for you to check off which ones you have had. You might be asked to indicate any 
serious physical "defe.cts" (handicaps) such as blindness or loss of hearing. 

Person^ to notify in case of emergency . This is a person your employer can get in touch with and 
who can be responsible for you if you should getfhijrt or become sick at work. This person would 
probably be your wife or husband if you are married and, if not, your father, mother or other 
close relative. The form may al§o ask for the name of the doctor and hospital you prefer tolise. . 

Blanks, blocks and parentheses . Sometimes the form will provide blanks fqr information. Be 
sure you arje writing on the proper blank since the bl^nk may be to the right: of the heading. 

Abbreviations . There are certain words it is acceptable to, alkireviate on a form. These words 
include names of states, "Street" (St.), "Avenue" (Ave.), "High School" (H.S.), "Junior High 
School" (J.H.S.), "Company" (Co.), and dates (3/11/77). It is best not to abbreviate other kinds 
of words. ' ^ . 

Signature . There will be a place on every job application form where you must sign your name. . 
^'Signing" you>^ name means to write it, even if* the directions say to. print when you fill out the 
application. ^ , • . 

You are now ready tobegin filling out the application formi 



Activity 1 



THE GEI^ERAL JOB APPLICATION FORM 



Objective: I will fill out a general job application form with total accuracy* 



1 



Activity 



Resources: The general job application form, a pen that writes with dark blue or black 
ink, and your personal data sheet- 

Directions: Fill out the general application fomv provided ty your teacher. Read the 
instructions carefully and follow them exactly. If 'there are any words on 
the application form you do not know, ask your teacher and then make ei list 
of these words for future reference, ->lhen you finish your ferm, exchange forms 
with a, classmate and proofread each other's forms 7\sk your teacher for final 
approval.^ If you have made any errors, review the rules for filling out 
application Tor[ns and re-do your form until it is completely correct. Use your 



ioe 



personal data sheet for the information you need. 



HOW WILL I NOW I'VE DONE IT CORRECTLY? 
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I win ask my teacher, for final approval of^y form. 
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Activity. 2 " THE CIVIL SERVICE APPLICATION FORM 



Objective: I wiH\^ilj out a civil service job a^s^p-li cation form with total accuracy..." 



" ^ • Activity 



'Resources: The civil service application form, a peritthat wrif§^dark blue or black 
, ink, and your personal data sheet. ' ' . ^ 

Directions: Fjll out the civi 1 ^service application forpi (Personaf Qualifications. 

Statement) provided by your teacher. Read the instructions carefully and 
, follow them exactly. (Notice that there are general instructions as well 

* as special instructions for certain items. Y^u will need to read all these 

instructions). If there are any words on the anplication form you do not 
know, ask your teacher and then make a list of these words for future ^ 
references. When you finish y(Jlir form, exchange forms with a classmate 
and proofread e^h other* s' forms. Ask your teacher for^ final approval. 
If you have made any errors, review the rules for filling out appliqation 
Vforms atjd re-do your' form until it is completely, corr-ect. ,Use your personal 
data sheet for the information you need. , ^ ' 



HOW WILL I. KNOW I'VE DONE IT CORRECTLY? » > , ^ 

will ask my teacher for final approval of^my form. ^ 



"i^FECTIVE WRITTEN COMMUNICATION ^ 
The Memorandum . . 



Imagine that your parents have gone out for the evening and left you in charge of your younger 



brother, Billy... Of course, they e)C^&ctTnr<ind you at home when they get there, but something 
important happens ^shortly after they leave! Your best^friend calls and te-lls you he has .free tickets 
to a concert that has been sbld out for' weeks and that you both wanted badly to attend'. He teTls you 
that his mother 'has said she wi^T watch 'Billy, if you can bring him oyer, but yeu will have to hurry 
since you have less'feh§n 'an hour to makB the concert. You don't think your parents will mind your 
*going if someone responsible is watchjng Billy,, but you know that you have to let them know.where you 
have gone '^nd who has Brilly. Jou don*t know-how to contact your parents ,^ so you decide to leave them 
a note. Since you are>4B 3 burry;;j5)yf note will* probably rea^K^omething like this: "Mom and Dad, 
Have gone to concent^with Jack, ' Mrs. 'J^nes has Billy: Back by 12. Joe'\ You have probably been 
writing notes like this almost since you* first learned to write. ^ Notes are simply a way of passing 
along c oncis.e ir\forrta^t\on. (''Concise" information is-^nforrtiation that contains all the necessary 
details but leaves oup any unnecessar^y information.) . ; ' / 

The memorandum ort* "n\eiTi'o",^ as if is usually called, is nothing more than a form business offices. * 
use to pass along concise information. It i^-the business world's equivalent of Joe's note. This 
section will* help you to become an 'effective cormiunicator through the medium of ^^emo. ^ 



WHERE AM I GOING? . • ' ^ ' 

By the time I finish this section on the mem6, I will be able to write an' acceptable memo. 



HOW WILL I GET .THERE?' 

1* I will>read the material provided, on the* 
following pages, * 

2. I wilV complete one of the activities on 
concise writing. 

3. I will complete ^e activity on memo 
writing. . ' *^ . * ' • 



HOW' WILL I KNOW TVE ARRIVED? 

1. I will ask my classmates and teacher 
^,r their reactions to my concise 
writing exercise. * 

2. I will ask my teacher to check my 
Memo Writing Activity. 



THE MEMORANDUH (MEMO)* 



We have -already described the business letter- as a form to send information from one agency to 
another, or from the agency to the public,, and the application blank as a form that ?ends information 
about a prospective employee to- the employer. Similarly, a memo is a form in which information is 
sent from one person to another or from one department to ano-ther within the agency. Because the 
information -travels within the agen.G^ the form islcalle'd an INTEROFFICE MEMO. Basically, then, the 
Wmo is nothing more than a not) that is passed along inside the agency, but because businesses and ^ 
Aiublic- service agencies must keep coi/fes of notes about official business, the memo .takes a different- 
form than a note. This"^'official " Hm ma^-vary frOm agency to ageyig_or from'Vompany to company, 
but usually includes headings .that makef it easy to file the memo for future reference. The headings ' 



for a memo usually look something like tl;is: 



TO: • 
FROM: 
SUBJECT: 
DATE: 
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is going. "FROMV gives 



'TO" tells the per$6n or department where the memo 1s going. "FROMV gives the name of the person or 
agen&y sending the memo. "SUBJECT" is a brief statement of what the memo is about. "DATE" is, of 
course, the date th^ memo was prepared. • \» 



To 



In a business office or public service agency, the message- of the memo is usually typed a^ 
few spaces below the headings. Memos,- including the headings, rarely run over. a half page in length. 
The message itself should be a short factual statement.. The name and title of the person sending 
the memo are usually typedUt the bottom of the page ^and the person responsible for the memo signs 
his or her name above the typed name and title. Memos may be sent for any purpose that requires only 
a shopt^actuaV statement: to announce meetings or to make corrections in previously announced policy 
for example. ' ' • " ' 
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Here is a memo that might be sent from.a principal to the teachers in the school. The purpose 
of the memo is to announce a change in a previously announced plan to use a new report card for the ' 
next marking period.- • ' ' . t ' 



TO: ' All Teachers 
FROM-: - John Smith, Principal 
SUBJECT: Change in- report card form 
DATE: December 1 , 1977 



Because the new forms have been delayed at the printer's, 
we will have to use the old report card forms ^or this marking 
peri_od. Any teacher who does not have an adequate supply 
"of ihese .0.1 d f^orms, please see me. 



John Smith 
Principal 



J 



Notice that the principal did not express his opinion about the report' cards being late; he. 
stuck to the facts. Nor did he add any information that was abou.t anything other than thfs one matter. 
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Many of the same rules that apply to writing business letters and fill-ing but application 
forms also apply to memos. "Nonverbal" information is important here, too. You want people«to 
get the impression that you are responsible, knowledgeable, -and courteous. Therefore, your 
memo should be free of errors, should appear net, and the information in your memo should be 
accurate. 

Most people in public service agencies are very busy people. *They*do not have time to read 

long, involved messages when shorter ones could send all the necessary infoniiation^^^^XQr,^s 

reason, yo.ur memo- must be conciSei it must state all the necessary information in^brief form 

" without adding any unnecessary information. One of the m.ost difficult skills for many people to 

" ' ■ ■ ) 

acquire is this ability to write concisely. Remember the note that Joe wrote to his parents at the 

beginning of this section? Joe made his. note br^ief because he was in a hurry; he didn't have time 

<' to' add details like how excited he was when his friend called about the concert or how nice 

Mrs. Jon^s was to offer to keep Billy. He had to stick jto the facts, but, at the same time he 

. knew there was some information he had to leave his parents* where he was going; i?hen he woi(ld be 

-■"back; and .who was keeping Billy. Writing n concisely stjici-<' to the facts and eliminates unnec- 

♦ 

essary information. The next two activities will give you practice injwriting concisely. 
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Activity 1 , CAPTIONS _ '. 

Objective: I will improve my ability"tQ/Wptl concisely by writing picture captions. 



Activity' 



^ Resources: Old magazines and newspapers, scissors, pen or'penci\, paper and 

your (Classmates. ^ ^ - ' ' 

V , - 

Directions: Cut out ten or so faiHy short newspaper or ma§azine articles that have 

accompanying pictures Iwith captions. Separate the picture, its captlort^ 

and the story by cuttihg them apart, but code eath of the 'three parts with 

the sanj^ number, so that you will know which ones go together. Exchange 

^ Stories and pictures -wilth your classmates, but'^ keep the captions. Read the 
' ^ I 
story that goes with a bictare and, based on what you read in the story-, 

write a caption that cap go with the pictures When you finish, ask your 

classmate to give you the original^^ caption that went with that picture. 'M^ke 

a summary sheet that li^ts the original caption for each picture and the 

captions you and your classmates made up^. How concisely ^were you .able t6 

summarfze the details in^the story you needed to use to describe'the picture. - 

HOW WILL I KNOwV^VE DONE jf CORREcKt? ' T^t ' ' 

I will compare the captions I wrote with the originals and with the ones my^lassmates wrote, 
I will ask my teacher for her opinion of my captions- - 



Activity 2 TELEGRAMS , ^ • " 

• • o • 

4 

Objjsctive: I w-ill improve my ability to write concisely by writing a telegram 



. * '■ -f-T. 

Activity 

^ -a 

, Resources: Pen or pencil, ^paper and your classmates, I . 

Directions: Telegrams are good examples pf to^ncise writing'. Since'you have to pay for 

each word you use, you certainly don't.want 'any unnecessar^information, but 

unless you had important information to send, you wouldn't sending a tele- 
♦ - ' 1 * ' * - 

'gram in the first place. Read the situation below and write a telegram that 

would convey th^ necessary information. Imagine that your telegram is costing 

' ' *\ • • 

" you five cents a wo^d. Compare your results v^ith ybur classmates a^fi see who 

- was the most ecoriomical. You are eliminated* from the competition if your 

teacher says you left out any necessary information. The word "STOP" is used 

in place, of a period in a telegram anci the telegram is written in capital 

letters. jExample: "ARRIVING ON 9:55 PLANE STW PLEASE MEET ME AT GATE 19^ 

STOP). «. • , • • 



Activity 3 . . WRITING MEMOS •» . 

Objective: I will demonstrate my ability to write. an inter-office memo. 
... ' » . ' ^ 



^ ' . Activity 



J.. 

'Resources: Paper, pen or typewriter, atid a M06 • , 

PART I » " , , * • 

Directions: Read ttte situation below and write the. inter-office memo- the situation 
requires. > 
• ^ • f . 

You are the police sergeant in yoi/r hometown police department and are responsible for 
I '- • * 

the processing of paperwork. Beginning wi th' today ' s date, the form fbr reporting minor * 

traffic KjoUtions (running stop signs , »e,tc . ) wi^' be' changed from FORM-7050 to FORM 7060. 

• You most send, this ?nf-ormation to all traffic off/fcers. Use your owrf name. 

.* . ' '. ■ '. ~^ 
'ART 'li . , ■ . " ' . ■ . . 

Directions: Select one" of the two MOGs you have studied iTi this clas3. Select a 
public service job that interests you from that MOG. .Review the job description for that 
job. Using that information, make up a situation like the one in Part I of ttiis activity 
that Gould raqu^re an intejr-offiib memo. -Exch'arjge situations with your classmates,' and' 
wriite m^mos for their situations. ' • - 




HOW WILL I KNOW TVE DONE IT CORRECTLY? I will ask- my tea'cher to chdcV rny 'memos. 



To kje an effective writer of communications, there are certain rules you should know and observe 

T 

' ' Rules for Writing Reports ^ 

C ommunicate the proper nonverbal informat ^p. You want to convey the impression that you are 
knowledgeable and responsible. Your repoW should be neat in appearance arM free of careless 
errors in spelling and mechanics. . ' - , . 

Accuracy is important . Be sure to get your information straight. , Check your facts. jMisinfor- 
mation pan have dis^trous results. 

CompleWness is important . Be sure tfo cover every aspect on the subject you need to. Don't , 
leave out important information. 



' Know your audiepce . Induce in your report the information your audience wants to hear.* If you 

-were presenting your report to i ^roup of first graders, for example, the information you would 

give would cectainj^^^feg^ifferent tjian if you were presenting information in a^Mg^h-school > 

Keep the puypos^r-(CH^ Lhe- report in mind . Suppose you have. an Assignment to write a report on a 

public service agency. If > the'purpose o,f that rejDort is to try to interest your cla^ssma^es in ^ 

that agency as a possible career^ you will include general information about what the agency- 

does and about employment opportunities and job qualifications./- If, on the other hand," you artf 

' • ' - ^ ' -\ ' 

already employed by ^at agency and were assigned the-,task,of writing* a report on budget\needs 

for the coming year, your report would go into much more detail on specific programs and the, 

Qosire bf those programs. * ' - 



6. • Use specific details and answer the questions who, what, when, and where >' Don''t be vague 

about your information. Use specific details in writingypu/^eport and avoid vgeneralizations.. 

7. -Use the proper form . Most reports should indicate the" no4ie of the person writing the report, 
the person for whom the report is. prepared,' and the date 'the report ts prepared. The title 
of the report tells what the report is about. 

The following is an example of a report that^wight have been prepared by 'a ci.ty i nspector 
following a visit to ct^lgh school to check on obserWce of safety regulations. 



EFFECTIVE WRITTEN COMMUNICATION 
The Short Report 



The final fori/ we are going to consider in' this packet of materials through which people 
cQjTimunicate in the business world is the short report. If you think back over your school 
experiencesCyou will realize that for many years'-you have been writing reports, whether it was 
a report on spiders for your sixth-grade science class or a report on Abraham Lincoln for your 
high-school 'teacher. In these repprts, you gathered j'nformati on about a subject to present to your 
teacher and your classmates. Similarly, people in the business world and'^n public service agencies 
findoit necessary to gather information ab'ou.t many different subjects. The form in which this infor- 
mation is.usually presented is known-^as the short, report. ' In this section, you will have an oppor- 
tunity to sharpen^your report writing skills an^d become an effective communicator through the, medium 
of the. short ref^t. - ^ ; ; 7 

WHERE AM I GOING? ^ ' ' * . • ' 

By the time Iffinish this sectipn on the' short report, I will be able to write an effective 
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short report. 

HOW WILL I G?^ THERE? 

1.. I will »rfi8iil'.the ifiaterial provided 
on* the f&lil^wia'^ ' pages i * 

2'. ^ I will coinf\l6%^«e Self Check ■ 
•Activity. ' ^ ^ 

3. I will •completfiLi^b'' Report Writing 
^ Activity;' , // " 



HOW .'WILL I KNOW WHEN I'VE AT^RIVED?' 

will check my comprehension of the 
i^ritten material by .checking my answers 
on the^Self Check Activity with the answet 
/ key. 



2, I will ask my teacher to evaluate 
Report Writing Activity, 
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Activity 1 




F-CHECK ACTIVITY 



Objective: will check my comprehension of the written material on report writing. 



Activity 



Resources: TbfS^elf-check /ctivity/ penci| .or pen and ^aper. ■ 
Directions: ^ 

Below a*f^-f^^e^situations in which a public service employ^« was assigned a short 
report to write. In each casev bec^se the employee did not follow sfH^Jhe rules of 



good report v\vr^^ the report will not be ,as" go6H|s ft could have been. Using the^ . 
rules for good'report writing you ha-ve just read^ indicate why each re^oV^ will /not be 
as good as it should have been dnct what could have been ctone to make the report better. 

« ""Situations 

V. Employea 1 is a park ranger. He works in a park that is becoming .more and more 
popular as a tourist attraction. His supervisor is planning to request additional 

m 

funds to 'enlarge*certain much used facilities. The supervisor asks-EmpToyee 1- \o 
write a report on'the number of visitors the park has hajd during the past f^v^^ears. 
Employee 1 does riot have much time, so he makes the best estimate he can of the 
number of people who visited the park during the past five years, WHAT WILL BE 
WRONG WITH THE REPORT? WHAT SHOULD BE DONEffO MAKE IT BETTER? 



f 




2. 

I V 


Employee 2 works in a'public libraryM Her supervisor is considering doing away with over- 
. due , book fines. She asks Employee 2 to write^a report on the experience another- library 
in the area had ^when t*y did away with fines. Employee 2 ^isits the other .library and 


* 








interviews thg head librarian ^nd the circulation tlerk. She also studies the "overdue" 
records for the past year to, see how doing away with fines affected the length of time 












« 




• 


-books were kept out.. Employee 2-^oes not agree with the Idea o-S doing awa^ with fines 


• 








and she this^ght she had some good ideas on the subjefct,' so when she wrote her report, she 


4 






• 


spent most of her time telling what she. thought would happen if tfie Itbrary did away with' 










fines. WHAT WILL BE WRONG WITH THiS REPORT? WHAT SHOULD BE DONE TO MAKE IT BEHER? 








. 3. 


Employee 3 is a health inspector who inspects restaurants to see if they maintain health 






4 


standards. 'On one visit he forgot his checklist, so when he gets back to the office he 
writes a report giving his overall impression^that the restaurant was not meeting basic , 
QleanliJiess standards. WHAT WILL B,E WRONG WITH THIS REPOR^ WHAT SHOULD BE DONE TO , • 
MAKE IT BETTER?- * ^ ^ \. 


\ 


4 

- *^ * . • 
V 




4. 


Employee 4 is the personnel manager for a Department of Agriculture office. He has been 
asked by^his superior to write a report on reasons for absenteeism among employees/ Employee 
•4 checks through his records. and writes a report using the information he has compiled. He 
takes the 'report home to finish jt and his son accidejitly spills his milk on it. Employee 4 
(loe$h^t 'have ,time to re-do the reprort/so he ^turns it in like it is. WHAT WILL BE WRONG WITH- . , 
THIS REPORT? WHAT' SHOULD BE DWiE TO M/VKE IT BETTER? - , ' 


f 


1 

1 • 

J 









5. Employee 5 is a caseworker in a social welfare agency. Her supervispr .thi^iks the caseload 
is too high for the casev^orkers to do an effective job, so' shThas^sked each caseworker " . 
to write, a report outlining problems they have encountered due to their high caseloads. 
Employee 5 loves her job and wants everyone to know 'it, so she writes' a report saying that_y 
• no problems are too big for her and tellin'g how rewarding she thinks social work is. WHAT/ 
WILL BE WRONG WITH THIS REPORT? WHAT SHOULD BE DCM TO MAKE- IT BEHER? * • ^ 



HOW WILL I K£IOW I'VE "DONE IT CORRECTLY?' 

I will ched<- my answers with the answer key. 



■ / - 

/ 

// 
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• .ORAL COMMUNICATIONS AND GETTING ALQNG WITH OTHER PEOPLE ^ 

Speaking Fluently and In-dicating Emphasis . 

Introduction " 4 

• -- - ----- - , . 7 

Speaking fluently is a task that is nevgr P&ally masterect completely, It is a con-. / 

tinuous effort which heeds constant attention. . The^ctivities you will complete in this 

unit are designed to aid you in xfiur ability to use your .oral cpmmunication skills-more 

effectively. /In completing these units'your instructor wjTl aid you in setting personal. 

.goals and evaluating your progress in the un;t. You will also be given sOme basic stan- ■ - 

. • ■ . f . 

dards you will be expect^- to achieve. - « ' " . 



^ ^ WHERE m I GOING? ' • . / 

7 . . ' > — It 

• By the time I complete -this' section, I will hav^ become avKLfe of and practice basi^ 



principles of speaking fluently with emphltsis. 



' V 



HOW WILL I GET THERE v- 

Read the introductory 

material.. 
' ■* «■ * , 

' I Complete a -serines of " 
'\ / observation exercises. 

Prepare an introduction 
* ^ • ' • 'for another mejnber -o^ * 
O ' . ' my class. 

'Prepare a five-minute 
' ^ talk on ^ subject. 



•^ow WILL I KNpw rvi Arrived. . 

* I will complete a revij^w activity 



\ 



Twill comiDlete .and tupi in. a* 
written assignrftent, | ^ " 

I will tape my introduction for 
evaluationr, ^ 

I will have my teacher Wdeo- 
tape it for' evaluation.-" 



* . SPEAKING -FLUENTLY , ^ . • 

^ > • 

A5 you perhaps know^ 'entire books have been written about speaking fluently and effec- 
tivel^. In this unit you are'going to firtd the jDasic rules for fluent oral cdnrniuni cations. 
As you complete vyour activities and make your talks, keep them in mind. There are* not many 
suggestions included',- but they are very^ important. Rememberl It is practice and concentra 
tion which brings forth real progress in learning to speak fluently. ' 

• , • ^ DISCUSSION • 

•The larger the vocabulary of .the speaker, the-more words are available from which to 
choose to express thoughts. The atid>ence should- be considered in choosing words th\t they 
will understand. Technical or unusual words should be avoided; but if they muit be used, 
explanations or examples should 'be given to explain their meaning. Simple words are pnef- 
eraible. The number of j^ords should be kept to a minimum - no more words should be used 
than are necessary to convey a clear and complete thpught. Long phrases, repetition, and 
cliches bore listeners and are barriers to communication. 
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■Instead of saying "in the month of June," use "June". -Or instead of "I should" like 
to tell you I arfi happy to be here", say "I am happy to be here">" , " . * ' 

Precise words should be used- Rather than say "A lot of people will be there"; say 
"About 500 peoplp are expected". The precise expressions give clearer pictures for^he • 
minds of the listeners. , ' ' . * ' 

. Language should be natural, but appropriate. The degree of formality to bemused will 
depend on the *udi«nce; but in almost all cases*,- slang and cursing should be avoided. In ■ 
some situations the Visteners^m^ay pay more attention and be easier to persuade with street 
language. ' - ^ . . - , ' , 



Delivery should not be so fast that listeners cannot understand the words or assimilate 
the meaning. The volume should be loud enough for 'everyone in the room to hear. Some pauses 
used for emphasis are effective, and some -questions asked to make the audience think aid -in 
clarity. Rate and volume sho'uld be, varied to avoid a monotone. Pauses should be silent 
pauses and n^ fiUed with "ah's" and "you know's'i. • ' ' 

In addition to the above new informatTt.n the'r^ are some very important things which must 
be remembered which were included in upit three. This includes posture, gestures and eye contact 
Finally, the most important part 0/ effective communication 1s enthus.lasui 1n your voice and In 
.your gestures. ' • iv • ' ' 



Activity 1 . . , . * ^ * 

Objective: To review and understand the. reading material by completing a study activity 
Materials: Check listr in this booklet. . 



ACTIVITY. 
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Instructions: * ' . ' ^ / , 

1. Complete the reading wfiich describes the J^asic rules of oral communication. 
^ Secure a copy .of the check-list which will be used to evaluate your presen- 

tc(tions ,in this, unit, ' ^ ^ ^ " ^ , " ' * ' ' 

3. To the right of each item on the check, list, list the key word(s) from the 

reading which describes what should bp remembered about that part of the 

check list- 

e 

'4- After you have listed as many as you can remember, refer to your reading 
to complete list. ' ^ ' , , 

. how' WILL I KNOW rVE COMPLETED THE ACTIVITY CORRECTLY? ' ^ 

Check your ansWers with, an answer sheet in the file. Save your own list to 

use when preparing your presentations. 
* , * . : - 

^ ■ ' ( ' 



Activity 2^ S ^ . 

Objective: I will demonstrate an awareness' of effective oral . communications by completing 



a sen 



ies 0^1 



6bservations* 



Materials: T.V., Radio, a resource speaker 



ACTIVITY 



Instructions: 

This activity has three parts which are required for completion. You may 
.complete them in, any order you choose* > - ' 

K Listfirt to a speech on Radio, T.V., or in person. Using the check list 
for speakers, evaluate the effectiveness of that sjJ^ker. In'addition 
to the check list, write down th,e special a'daptation' the speaker made 
« for his or her audience* • Some Examples of this type of adaptation would 



be: 



A) ^ Personal reference to being interested i^l^atv^rttcul.ar audjence, 

B) Per^sonal referen5e to experiences which a pai^ticular audience will 
appreciate. ^ ^ 

C) Personal reference to desires which may be of particalar interest 
to an audience* 



\-.- 
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Activity 2 - (cont'inuecl) 



ACTIVITY 



Statements which are designed to show an understanding pf 
the^ particular needs' of an au'dience. 

I' t 

view tne weatner reports rrom rwo aiTTgrent T.V. stations. Prepare a 
short paragraph or two which compares the effectivenfess pf the.visyal 
aids used by the pV^ograms. 



I 

3. Collect a series of advertisements thati illustrate vivid or expressive 
language. Collect at least five exkmples which show particularly colo 
ful or exact language. ^ 



HOW WILL I KNOW rVE COMPLETED THE ACTIVITY CORRECTLY? ' \ ^ 

i; 

I will complete report and check lists for| review by my teacher. ^I will 
^aTso be Prepared to report my findings to the\class. 



Activity 3 * ■ , 

■ ' \ 



Objective: I will demonstrate my ability to speak to a small group "by introducing someone 
to my class. 



Materials: Classmates, check list, tape recorder 



ACTIVITY 



'Instructions: 

1. As a part of.a classroom discussion you will be as1<ed to introduce someone. 
This person may be one of your classmates or you may be given information 
about a person. You will be asked to introduce this person and tell your 
class something about that person. 

You shouTd write down what you expect to say compare what you are going ,to 
say with the check list. 

f'' 2, If you desire ygu may secure a tape recorder to practice your introductiqn. 

. HOW WILL I KNOW I'VE COMPLETED THE ACTIVITY CORRECTLY? 

Your teacher and your classmates will evaluate your introduction with the check 
4** list for* oral copmuni cations. ^ ^ 

. ' ^ ' I ' 
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Activity 4 ^ , • . ' * . * 

Objective: To demonstrate proper use of oral conmunications " skills by coinpTeting a five 

minute presentation. , . " - ■ . 

Materials: Tape recorder and video tE^p,e. ' 
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-ACTIVITY 



Instructions: ' • * ' v • \ . • 

1- Select a topic for a five-minute talk on a S4jbject of your ^election. ' 

A favorite hobby or sport would bejquite acceptable, . • > 
2. VTrite out a draft of your presentation in either outline t)r narrative form, 
i 3; Revise your speech utilizing- the check sheet; against which you will be 
, evaluated. . . i ^ . . • 

4. Secure ^. tape recorder. ■ ■ . '' ' '■ , 

5/ Tape your speech. ^ . ' ' . ^ - 

6. " Consult with- your teacher *if you are unsure- of your presentation* 

7. Identify vis.uaV aids to use in your presentation^ 

8. After you have completely revised your presentation, check with your teacf^er* 
0 She will schedule jMBpresentation. ^ 
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CHECK blSJ FOR EVALUATION OF FLUENCY SKILLS. JN' ORAL COMMUNICATIONS • 
• Instructions: ' * - 



^ Check the number which most accurately, reflect^your evaluation of the speaker. Con- 
sider five as excellent and one' as poor. • > » ' . - - ..' 



Voice Characteristics 
1 2 3 4. 5 

Gestures, 
1 2 3 4 5 

Use of Words 
1' 2 3 ^ 5 

Enunciation' 
1- .2'' 3 " 4. . 5 

Eye Contact • 
1 '2 3 4 5' 
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. Silent Pauses 
1*2- 3.4 



1 



Enthusiasm 
2. 3 '4 

Posture 
2 3 4 

Visual-aids 

■'^ . 3 4 



Facts rarni Evidence- 
1- 2 3-45 
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Activity 5 



ORAL COMMUNICATIONS AND GETTINfi ALONG WITH OTH.ER PEOPLE*' 
Listening and Responding Skl^^^5.^^^^J^- 



WHERE AM I GOING?" ^ 

By the-- time I complete this section, I will hav^e completed a series of exercises designed 
to improve my ability to listen and^respond verbally. > # 



HOW WILL I GET THERE 

Read the reading section 
on^listening skills. • ^ 

Listen to some cassettes' 
to practice my skills. 

^Practice repeating an 
exact message prepared- 
ly a classmate.- 

Read a discussion describing 
^ some good practices 'in .verbal 
\ responses. ^ 

Participate in a role-playing 
activity. 

View and respond to a set of 
* transparencies provided by my 
teacher. 



HOW^WILL I^KNOW TVE 'ARRIVED. . . 

I will completed self -check 
activity. • 

, I wilT respond as .requested 
dn the tapes. 

I will participate in a class 
activity. 



Twill complete a self-check 
« activity..* 



I will participate ip a de- 
briefing activity. 

I will respond as requested 
by my instructor. 
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SOME- IMPOmNT FACTS ABOUT LISTENING SKILLS 

f 

The average person is only 25 percent efficient in listening and yet spends 45 to 55 

r ■ , . . . ' V 

percent of the day in listening. One of the greatest barriers to good listening is ,the 

♦ 

time difference between the rate of speaking of 125 - 150 words „per minute and the rate o^ 
tf^inking or T^tening of 400 or more words per minute.. To overcome this barrier/ the listener 
bleeds* to use |:he time difference to do four tijings: (1) think about what the speaker may be 
^ing to say, (2) .listen to the evidence the spesaker* gives for support of statements made, 

(3) listen to feelings^ and o-ther nonverbal cues to hear what theNspeaker is not saying, and 

(4) review from time to time what the speaker has already said. 

The desire to talk also keeps listeners, from 'hearing what is being said. Most speakers 
are not listeners and are not. inters ted in hearing what the other person did or said, but 
prefer, instead, to talk about what' they did" and said. To overcome this barrier, the listener 
must become interested, at leasx for the moment^, in the other person - to feel empathy and 
forget personal problems. \ • " r > , - 

* 

>^ Too often listeners are e,valuating what the other person fs saying rather than listefiing- 
for facts. All judgements should be reserved until the speaker is finished- and, in most instances. 



withheld from the speaker unless the speaker requests or.expects an opinion. 



Physical conditions can be barriers because of distractirrg sounds, uncomfortable seating 
arrangements, poor acoustics, or uncomfortable air conditioning. Concentration is the most 
effective device to surmount these barriers. ^ v . - . 

Poor- listening habits such as faking attention, avoiding difficult material, crititizing 
delivery, assuming lack of interest, daydreaming, or doing something else such as reading are 
all barriers. ^ 

Motivating oneself to re^olve^to listen is the first '•step toward efficient listening. 

( 

\ 

Like all skills, practicing* good listening habits with commitment and conceritration is 
necessary for improvement. 

r 

Critical listening should be used in listening to a speaker or to an individual in con- 
*versation. Critical listening does not mean rejecting what is heard but means being able to^ 
question, evaluate, and make judgements on the content of the message, or even the persuasive 
techniques of the spflaker. " . ^ 

look for. the purpose of the message. What, does the speaker want the listener ^o do?' 
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.Separate wtjat the sReaker says from what the speaker is. do not be so 
appearance, voice, or [Personality that the meaning of the message is 1 



impres^d by a speaker's 

3St. 



Critical listening also means being aware of the words the speakef^ uses. Words are only 
symbols repr'esenting things, and listeners must try to determine exactly what things the 'speaker 

" * / X ^ 

is referring to by the use of words^ The symbols (words) do not always mean the same thing to 
everyone. The meaning of words is really in the listener - what the words mean to him or her. 
Often the listener should question the speaker when the meaning'is not clear ^ asking,, '"What do^ 
.yoii mean when you say that?" A restatement using>different words will usually clear up the 
question. - . ' ' 

. » 
aware that speakers often talk in generalities instead of specifics. Exaggerations and 

implications are used sometimes when specific informat'^on is not given. Check for facts befjore 

^1 

making judgments!. Also evaluate the relevance of'the material a speaker uses. The m'aterial 
may be Ihieresting but Mve no* bearing on the subject being discussed. 

i . \ t*- 

Ijl listening to a speaker in a conversation, help the speaker to communicate by looking at 
the speaker, nodding occasionally, smiling, saying "I see" or "uh-huh" arid at times remaining 
silent; in other words,- not speaking and distracting the speaker. 

. Response - Listening is the most important communication act; for if a person does not 
listen carefully and understand. what has been said, the response can^be meaningle^ss. 



( 
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Objective: To demonstrate my understanding of the reading material by completing a self-check. 
Materials: Included in this unit. Test and answer sheet from your teacher.^ ' ^ - ' 



Activity 1 



» * 
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1. The average person is 



efficient in listening ability. *(a) 43^, 



(b) 55%, (c) 70%, . (d) 25%. 
2:. Which of the following is not a good listening practice? 

A. , Think about. what the speaker may be gorkj^ to say. 

B. * Listen' to the evidence the spea^ker gives in support" of what is said. 

C. ' N^ten ta feelings and other nonverbal cues to hear what the speaker -is 

not)saying. * ^ 
DT Review from time to time what the speaker has already said. ^ 
E. Evaluate what the person is sayiilg while ^"T^is being said. 
3. True or False. The desire to talk kpeps ''listeners from hearing what is said, 
• In order to listen to a person it is necessary to: 




Become interested in the other person. 
B. To feel empathy fer the bther person. 



C. Forget personal problem?, 
'D. All of the above. 
E. A and B only. 
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5. 
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Of the folllDwing physical conditions, which one is not a barrier to -listening? 
A* Uncomfortable seating , 

Poor acoustics ;r 
C* ^Air conditioning 
D. Distracting sounds* * 



Which of, the following is nqt considerjsd a poor listening habit? 

A. ^Faking attention* 

B. Avoiding difficult material. > 

C. Criticizing delivery. 

D. /Listen to feelings. 

E. Avoiding difficult material . ' . 



True or False 
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" 7. According to the reading, listeoing.js the most important act in. communications. 



.8. Motivating oneself to resolve to listen is the fjrst Step toward efficient listening. 
9. Critical listeningjillows the listener to 'reject what is heard. 

10. It is a good policy for the listener to separat what the speaker says from^what' 
the speaker is. . / ' 

11. If the speaker becomes , overly involved in the voice ar\d personality 'of a speaker, 
the message is often lost. • , , . ^, ' 
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Objective: To complete ^ self-evaluation of my personal listening habits: 



132 



Materials: Evaluation included 


in this activity. 




♦ 

1 

* * 






— 

Activity 2 




■ — — 


7^ — 


1. Secure the evaluation, 

2. Answer each question. 








— ^ 



ZT^ Secure an answer sheet from your teacher, 
4, Score ansTAief. sheet. . 



Self-evaluatiojri of Listeiiing Skills: Pleale answer the following questions witfi a "yes" 



or "no" answer. 



h Are you easily distracted? 



2.. Do you make it- a point not to interrupt a speaker beforeine or she finishes 
a thought? " ^ . ' 

3. Do you try to listen. to €f)e teacher as much as you cany 

^ / * ^ 

If someone says something that is not clear to you,"^ you-ask. that person to 

repe.at ^r .explain the point? 



\ 



_ 5. Do you'mftke^ a speSiker .think you are listening when/yoCi are^not? 

_ 6. Can you tell by a person's appearance or delivery/that he won't have anything 
of^terest to say to you? 

7. Do you listen to the radio .or tv while you are /Studying? 



8. If you feel it>9ices^^oo much time and effort/to understand something, do you 
try to, avoid/liearing it? 
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Evaluation Test -(continued) , » . ^ 

9. Dp you listen for ideas and feelings as welKas for facts? 

10. Do you find it difficult fo concentrate on what the speaker is. saying? 



J 



A. 



HOW WILL I KNOW TVE COMPLETED THE ACTIVITY CORRECTLY, 

I will make a list for myself gf areas— in 'Whi^h I may need improvement. wjll 
turn in this to my teacher if requested. 



o 



Objective: Tp demonstrate my ability to listen effecttveiy and efficiently. 
Materials: Tape recorder, role playing cards 



.Activity 3 



There is a difference between heajnng^^nd listening. Listening requires active atten- 

^ .tiDn and concentration on jthe part of the listener. (If necessary, reread discussion 

for Activity 5). If the listeper i^ .not interested, ^emotionally upset or thinking a- 

' ^ . * .... 

.haad to his own response, then-^he will be using j'nappnopri ate listening t)ehavior. The. 

'following activityshould'Kelp develop better listening habits, • . ^ 

1. Your teactier will select two students to. take opposite sides of a situation gnd 
r*ole play for^orle or *two minutes. 

2. J'hiB^eacher will tape the role-playing. 

3. After-the role-playing activity is complete write down what youisaw and heard. 

. . ' ' ' ^- ' ' . - J 

4. The teacher will request volunteers .tb^ read their n.otes, 

ItotTwil^ , ^ 

^ "Tfte. teacher wi;il pl^ back the tape and will compare my notes with the tape. 
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Objective: To oecome aware of how .^'fficuU it is to lister to anc "e:ec : specific "^"C-^niation. 
Materials: ^Your classrr.ates, a tape recorder, pen, pencil. 
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Activity 4 



3. 




7' 



.1. This' is a group activity your teacher will schedule. You may participate as 

a part of this demonstration or yoa may be asked to serve as an observer recorder. 

J 

2\ YTJur teacher'wln select five students to participate in the program. They will be 



isolated *from the remainder of the class after having been given instructions. 
The object of the exercise will be to repeat as precisely as possible a message of 
approximately 20 to 30 seconds dur'ation. 
A. After the teacher sta^ the -recorder the first person will be brought into the 
room.' The student is remfnded that the object of the activity wiJ-1 be to repeat . 
the message as precisely as possible to the next person who, enters the room. 

5. The teacher then reads a prepared 20 to 30 second^ message to the student one: time.. 
The student will not be allowed to .make notes at any time. 

6. After the message has been read to the first student, each of the isolated students 
J 'is 'brought in and the message is passed from one to another in- turn.^ After the 

OW WILL I KNOW rVE C0MPLETlb\rHE ACTIVITY CORREIITLY? 

Your teacher will aid you in debriefing and reviewing the activity. 
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RESPONDING SKILLS 

Skillful listening helps one to be a good conversationalist because in^ listening we 
learn how the other person f^els, ttiihks, their 1 i>€s~an^^ This knowledge helps a' 

responder talk about things of interest to the other person. Trying to keep the personal 

pronoun "I" out of the conversation is most difficult. People have a 'need to talk about 

) 

themselves, but not all of the time. Show cin interest in the, other person, and the com- 
pliment will be returned. Some people talk about themselves all the time and monopo.iize 
a conversation. They are not conversationalists; they are bores. Be natural ai\d enthusi- 
astic in conversing. Enthusiasm is corfi^agious and the other person will be more alert and . 
thus more interesting in responding. * ' 

Occasionally, people need to be drawn into a conversation. Asking questions to get the 
other person to talk is helpful. ^ 



As in nstenfng, concentration in speaking is necessary. -'A speaker, in responding to 
another person, should keep the conversation on the subject. If either speaker Wishes to 
change the subject, that speaker should indicate a change of subject to avoid confusion. 
A great deal of miscommunication results because two people are talking abput different 
thin'gs without realizing it. ' ' * 
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in th^ / 
peaker / 



In either initiating a conversation or Vesponding, the speaker should be certa 
the attention of the listener is secured before the message is started.- T+ien the speake 
should look at the listener from time to time for cue.s that the listener wants to say some- 
thing. A movemervt t)f the body toward the speaker or a brightening of the eyes or a smile 
or parting of the lips are all indications the listener wants to take part in the conver- ' 
sation, . * 

The listener also has the responsibility in a conversation of giving the signals ^ust 
mentioned, of letting the person finish'a statement rather then interrupting a^train of 



thought. ' If the listener gives no cues, the speaker should at least pause 
see whether the listener wants to ask a question or make a comment/ 



occasionally to 



• Both speaker and listener should appreciate silence. Speakers aften drag on after they 
have made a point. And listeners aften start talking, giving anSWers ,or opinions before they 
have taken time to make logical judgments. ' . \ 

Two or more persons in a conversation do not always ^igreeHn their opinions. It is 
necessary to' learn how to disagree agreeably. Everyone is entitled to ah opinion. If, the 
responder disagrees, any statement made ckn be started with "In my opinion" instead of "YouVe 
all wrong". 9r use the .words "I think". ' . . ' . 



03- ^ 



In responding to a question, the length of an answer should- depend on the complexity' of the 
question. To a question which demands a relatively short answer, the responder -should. give a 
>elatively-short response. For example, for .a question asking for occupation or hometown, a short 
response would be expected. If individual were asked a general question such' as "Tell me 
about the places Where ydu have lived",- a longer, more detailed response would be expected. 

People get to know each other through ^conversation. TKe information must be, at the same /evel 
•of informality or intimacy for the relationship to develop and keep going. As people get to knW 
and like each other, information is not as equal and one person may be encourage.d to talk more ^than 
^ the other one talks. 

^. . ^ • ; * " 

$ 

Persons, who like each other communicate more than strangers or those who do not work well to- 
gether. Individuals should talk to each other and get to know each other better^ before they decide 
they do not like each other or cannot get along. Lack of, communication results in many inter- 
f)ersdnal 'problems. 

Although much more could be sard aboiit responding to people and interpersonal relations in 
general, the discussion above provides a good basis for understanding. It is important that you 
remember most of the points discussed. If you are unclear about any part of this rea^ding revjew 
that section. If you are still uncertain, see your teacher. 
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Objective: To demonstrate an understanding of the basfc' principles of responding by 

answering the question on a self-check correctly. 
Materials: Self-check, answer sheet. 
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Activity 5 



Instructions: ^ 

Answer the questions below as indicated. 
^ 1. Perhaps the most important aspect of being a good conversatiohalist is 

listening and learning the thoughts, feelings and needs .of the person to 

whom you are talking. 
J ^ 2. One of the best things a conversationalist can do is ^b\i:^spond to most 

situations with a personal coiment about themselves. 

3. A good way to dr^fw a person into a^conversation is to ask questions. 

4. Bef9re responding -person^should* always be certain that the potential 

listener is prepared to pay attention. 

^ 5. A good way to see if a listener 'is paying attention is to check for non- 

• ■<« 

verbal clues. . ^ ' 

/ ■ ^ ' ' 

6, It ts very_rare that two people carjpy on a conversation about two differ- 

ent subjects. • ^ 
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Activity 5 

Instructions: (continued) , 

Answer the questions below as indicated. 
7. In changing the^subject of a conversation it is alf right to assume that your 

listener^will understand you have done^'So. 
^ 8. The listener is a conversation should indicate with nonverbal cues if he or she 

wishes to respond, ^ * , 
9- It rs generally agreed that a ^ood conversationalist never allows much silence 

to occur in a conversation, s • 

the responsibility of the speaker in a conversation to watch for nonverbal 

cues which shows that the listener wishes to respond. 

11. Normally speaking all questions should be answfered with a short -answer. 

12. .Two good conversationalists will always manage to ag|*ee on a subject. . 

1. 13. For individuals to get along in a new relationship, they must convey information 

to^one another in even amounts and at a fairly rapid rate.^ / v 
^ 14.- People y/ho are responding to a new relationship normally discuss general t6pics 

ijT) Jhe beginning. . • . ' 

« • 

15. People who like each other conmunicate more, than people who ^islike one another. 



Objective: To develop skills in responding through a rolerpUying situation. 
Materials: Classmates, Rble Playing = ^ 



\ 

\ 



Activity 6 



Instructions: * • ' ? - ^ 

The object of this* lesson will be to practice responding in^a series of role- 
playing situations. This activity may be done in front of a group or you may 
asked to tape the sessiDn incflvfdual^. 

1^ Secure a card from your teacher, ' , 

2. Read the situation and formulate a response; 

3. 'Tape your response or present it to the class. 



HOW WILL I iCNOW-rVE DONE IT CORRECTLY " - 

Evaluation will be a composite of the teacher's critique ,an«J-eomnents from the 
students. Evaluation will be based on the information contained 'in the discussion 
sections- of this unit, ' : ^ - / , , ' 
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Objective: To demonstrate an understanding of responding skill's. 
Materials: Paper, pen, transpar^ies. 



V 



^Activity 7 



Instructions: ^ 

1. Secuf^e a booklet of pictures -or view transparencies sho'wn by teacher. 

2. Each transparency will call for:, specif ic knowledge about responding. 

3. Write your answers on a separate sheet of paper. ^ 



HOW WILL I KNOW I'VE COMPLETED THE ACTIVITY. CORRECTLY. ' . • 

I will turn in my answer sheet to my teacher fo> evaluation, 
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ORAL COMMUNICATIONS AND GETTING ALONG WITH OTHER PEOPLE 
Identification and Use of Basic Skills - 

, In this unit you will study direcftly the basic skills of getting along, with people both 
on and off of the Job. As you s£udy each area you will find some of the skills discussed 
earlier in the unit included here. When this occurs, if you feel uncomfortable usinjg this 
skill, refer to the earlier unit ^f or review. 9 * 

In some cases there is additional information' about a specific skill. Wheri such is the 
;,case the new information is incltided in th.is unit and is designed to further ypur understanding 
of the topic. ' ^ 



WHERE AM I GOING' , ' ' . ' ' ^ 



"sj By^the time I complete this uni^, 'I will be able to identify and i^se specific skills in^ 
Human- Relations. 



( 



HOW WILL I GET THERE 

1. Read" a short description of the 
basic principles of good human 
relations. 

2. -Complete a descriptvan of the 
characteristic^^ of a p|erson who 
practices g^cra humap relations. 

3. Participate in a role-playing 
activity on attending skills. 

-4. View a film called "Eye of 
the Beholder"'. 

5. Complete a reading on defense 
' mechanism^ 

6. '^ Pract^'ce-^ognizing personal 

'defense mechanisms. 

7. Participate -in an exercise 
requiring me to respond to 
another person *s feelings. 

8. Participate in an .activity , 
designed to help me with my 
initiating skills. - * ; 

9. Participate 'in an exerc4se 
designed to teach me about 
cooperation . 
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HOW WILL I Kt^OW ^ ' 

I will complete a review activity. 



wilj provide the class with my 
'description ; 



I will complete my assignment. 



I will complete the activities 
called for -in the film. 

I will complete a review activity. 



I will ^urn in my list for 
evaluation. 

*' * 

I will participate in, a rolt-playing 
situation. ) 



I will complete the instructions 
in the book. 



I will participate in a fiebriefing 
session. 
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BASIC SKILLS FOR GEHING ALONG WITH OTHERS 




The basis .for getting jffong with other people rests on a foundation of Good Communications > 

In studying this unit you will find that cfetting along with others' is really another way of 

* ° g 

studying good corimuni cations. , Th§re is also additionaT information on human 'relations which will 
improve your ability to communicate. For example, if people re,fuse to listen to what you say, 
your message will not get through no matter how well you say it. 

Thi$ unit will be organized by subject matter from the ideas -listed below. Read them care- 
fully. They will be valuable in helping'you understand the purpose of some of the activities. 

1. Be interested i.n other peo. le and what they have to say (attending, listening). ^ * 

2. Have respect for the worth and dignity of Others (perceivipg, respoVidin^) . 

3. Show that you understand and care (personalizing). e . * ; . . 

4. Cooperate with what other people need and want (initiating). . ■ • 



The components of, basic human relations skills are: 
♦ \\ Attending to another person. 

2. Listening to what that person has to say. 
, ' ^ 3. Perceiving the content and feeling in his statemerrts, 

* ^ '^^e*" it'll I ^ ' H / 
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' BASIC SKILLS FOR. GETTING ALONG WITH OTHERS 
(continued)' 

4. ^^ Responding to 'that person and statement! 

5. Personalizing the emotions* of that other person, 

6. Initiating constructive activity. 



ATTENDING. SKILLS 



Attending refers to non-verbal appearance and behavior which includes: space, movement, 

posture, eye contacV time, clothing, energy Mevel, tone of voice, mannerisms, facial expressior), 

furniture, ^eet and l\gs, physical appearance. Appropriate attending skills are important because 

they show that an individual .is •paying^ attention to and showing respect for another person and they 

\ # 

are ready to a'ctively listen. It sends messages^ to the person to whom you are talking. 
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Objective: To identify the characteristics of a person who practices good human relations 
Materials: Blackboard ^ 




Instructions: c . ' ' - 

' This activity is designed to help yea pick out good human relation? skills from 
your own knowledge. ^ ^ . * 

^ We all have problems t) face. When thtngs get h^ectic or we get upset, there is 

normally, someone, a special person who can help us. In this activity you will be^« <i 

/■ 

asked to list the characteristics of a persoD you would go to for help,' 

1. Think of a severe problem you have had to face? Who would you ^o to for help? 

2_. List on a sh^et of paper- the things (characteristics) about that person which 
made you select him or her. ' 

3. Discuss why you picked this person with your class. Your group leader or 
teacher ^ill list all of the chal^acteri sties on the board. 




HOW WILL I KNOW I'UE COMPLETED THIS ACTIVITY CORRECTLY 
I win participate in a group discussion. 



78 



(7 



Objective: to demonstrate my ability tt recognize various non-verbal attending skills . . j 
Materials: A set of tranVj^arencies or pictures from your^teacher. 



.Activity- 2 ^ 



'Instructions: • » , • * 

1. Your teacher will provide a list of attending skills. 

2. View theP-pi-ctures stiown by your teacher. On a separate sheet o*' paper, identify 
which behavior is described. . " 

3. Discuss and^compare yogr answers with -your teacher and/or classmates. 



" HOW WILL I KNOW 'I'VE' COMPLETED THE ACTIVITY tORREClLY? ' ' ... '< 

I will turn in m/ answer sheet to my instructor. I will be prepared to discuss 
my views tn class; ' A • ' * 
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Objective: To demonstrate the ability to recognize- and. use attending skills. 
Materials: Role-pl^iying cards 



Activity 3 



InstrucJtions : 



1. Yogr feacher- wiM^provide^ you with^a slip^of paper wTiich will describe the 
effective and i^ffec^i^ve- use of an attending skill . 

2, Develop a way to demons tnate both the ineffective and effective iise tff the 
skill for the class. . 



3. If you are uhclear as tq is called. for, consult your teacher. 



HOW WILL I KNOW f' VE-COMPLfTED THE ACTIVITY -CORRECTLY? • 
•> . ' ' ' • 

' ^ly. teacher wiU evaluate my. panJicipation in the role-playing activity. 



V 
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Objective: To increase my understanding of perception - surface and underlying feelings* 
Materials; Film - Eye of the Beholder 



r 



^.ctivity 4 



Instructions: • * o . , ^ 

1. Your teacher will secure the film for you. » Ypur^eachei; will stop the film 



during screenina. * ' * , 

2. Write down ^on a sheet of paper what |bj think each scene is. 

3. Discuss your idea with your classi* ' ^ * . - 

4. Your teacher^will then show„the remainder of the'fi'lW. See how well you did. 



HOW WILL I KNOW I'VE COMPLETED THE"'ACTIVITY CORRECTLY.. \ 
I will compTet& a series of statements designed; to'-demonstr^te my ability to 
e., perceive "Imbt ions., ' - ' ^ 



r 



Defense Me c^^'^'s^^^ • . ' 

- To be able to perceive accurately one's own and another person's disguised feelings, it 
15 necessary to be aware, of the nature of defense mechc^msms or "the games people play". When 
people are bothered with a physical pr^lem'such as ^-stubbed toe we call i't "pain". When we 
ar^MJothered by a life problem, w$ call it "worry or anxiety". Everyone* tries to protect- him- 

0 \ a 

self frojn physical harm we duck to prevent bumping out heads, we slam on the brakes so we 
won't hit the car in fro'nir of us --'we."def^d" otiri'el ve's: All jobs have safety-precautions to 
protect the workers. " * , ^ 

People also try to protect themsel ves^from worry, anxiety or frustratiorT. When used properly, 
defense mechanisms^get riii of anxiety and promote a feeling of well-being. However^ when they be- 
come self-deceptive and ignore reality — when we begin "kidding ourselves", they are harmful. 
They mjght also be harmful to other peop>e. • 

* • ' . . ■ 1 • 

.Some of the typfes of dei'ense mechanisms, are: / 
Identification - ascribe' to oneself the accomplish 'ents and other valued characteristics 
of another person or'^group. ' # 

"I am as pretty as Anita*" ^ . 

"I am, as smart as Joe." ^ 

# - 

"I admire Miss Allen, our supen^isor*^e have many things in 'commo_n." ^ 



Rati onaTizat ion - making' an imp^ulsive, unreasonable action seem logical "sour grapes", 

"making excuses". 

"TM glad Mary got a new boyfriend. She was kinda square anyway." > ^ ^ 

"ITljT^ver get an "A" in this course. Mr. Jacksj3n doesn't like me." 
Cliches such as: 

"You can lead a. horse to water, but you can't make him drink." 
Projection - attributing one's own-^fhotives and characteristics to others. 

"Everybody cheats on a test if he/she has a. chance." 

"The only thing the girls in my class are, interested in are boVs." 
Compensation - reduces tension by accepting a less preferred but more easily^ attainable objective. 

"I'd rather spend the evening eatohing TV than go out to the movies ciny^|ay." 

"Dan flunked twice so he bullies everybody j*n his grade." \ 

"Who wants a promotion to head clefk? They have twice as much work to dj)." 
Reaction Formation - an exaggerated attitude which is the opposite of one that produces anxiety. 

"My best friends are black." 

movies are absolutely horrible." ' - 



Objective: To demonstrate my understanding of the reading, 
Materials: The preceding reading. 



Activity 5 
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In the previous reading you were given some examples Oif common defense naechanisms. 

1. For each category of defense mechanism, write down another sentence which would be 
an example of that defense mechanism. (Do not write the sentences down in the same 
order). ^ ^ 

2. Exchange papers with your partner. ^ 

3. See if you and your partner can match the defense mechanism to your examples. 



HOW WILL I KNOW I'VE COMPLETED THE ACTIVITY CORRECTLY? 
We will discuss our answers with the class. 
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Objective: , To demonstrate my ability to perceive defense mechanisms in the statements of 
other people. 

MateHals: Paper, pencil or pen * ' 
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Activity 6 



1. Review the different types of^defense mechanisms from your reading. 



2. Your teacher will read you 'a list of statements. As each statementcJs read, pick 
our the defense mechanisms. . ^ 



HOW WILL I KNOW I'VE COMPLETED THIS ACTIVJJ.Y CORRECTLY^ 
I wil\ turn in a list of my answers to my teacher. 
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PERSONAL^Z^JNG' SKILLS 



In the list you read at the. beginning of th-is.unit, Personalizing Skills wer^' defined as • 

"showing the listener that you understand and caire'*. This kind gf response encourages the 

speaker to discuss the personal meaning o-f a subject, look for !he emofions being expressed 

by the other person, and to indicate what he is going to do to influence a situation. 

For example: A person has just expressed the following: ^ ' ^ ^ 

"My boss, is always picking on me. I am trying very^ard to do a good job, but Tm * 

ready to quit." . * ' ; > 

Read the following responses: * ' ' ^ ' . ' 

1. "Ypu ifeel like quitting because you think your boss doesn't like you ." 
— ^ ' \ feel ing) \ (behavior) 

. 2. "You feel like quitting because you think your boss doesn't like you because - he picks on you 
(feeling) ^ ' (problem) (poor behavior) 

, '3. "You feel like quitting because you think your boss doesn't like you because *he picks on yojn 
' (feeling) (problem) » J ^ v (poor behavior) 



/ * and you would like to have him see the good job ^ou cire doing . 

^ (goal) • ; > 



» 4* 

Objective: To demonstrate the ability to respond to another's feelings (persQnal izing*) . 



Materials: Hone 



Activity 7 



Instructions:' . ^ , . 

Choose one studer\t for the role of "Dear Abby" — the other students '^shoulci take 
' turns presenting him or her with problems. "Dear Abby" should only .use active' 
^ ' Responses such as mirroring (reflecting back what they say) and questions which * 
allow, a responder to express himself or herself freely. • After discussing the 

' ' , ' w 

responses, another studeht can take the part 6f "Dear Abby". Solutions are 
not to be given Only discus'sjon off feelings and .behavior is- important. 
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Objective: I will develop my initiating skills. * • 

Materials.: Your teacher will provide*a separate booklet* eriti tied World of Work . 



*Activ>ty 8 



1. * Read ehapt^r 4 in World of Work . ' . • * 

2. Reacf activity pag.es 55 thru 57.^ ■ . -^"j ^ 

3. Compel ete the list of magical w&rfls that will/get you fired - at least ten. 



Examples: (1) I only have two .hands. 
>^ ^{2) Just a minute. 

(3)' I'm ready to go on. break. 



^ HOW WILL I KNOW I'VE COMPLETED THE ACTIVITY CORRECTls.Y? 
I I Will turn iti a* list of .the wordl to my feacherf ' 



Objective: I will participate in a beach ball production line a^ aq^ exercise in cooperation. 
Materials: Will be provided by your teacher. ' 



Activity 9 



1. Your teacher will divide the class into several groups. 
^ Z.-i You wi.ll be provided with the^pplies to make beach balls. 
3. Your teacher will give all necessary instructiens. 



/ 



HOW WILL I KNOW I'VE COMPLETED THE ACTIVITY CORRECTLY? 
Your teacher^will conduct a class discussion. 



r 
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•GOOD GROOMING ^ 
III • 



WHERE AM I GOING? 

By the time I complete this activity I will have a basic knowledge of the good grooming, habits 
necessary to. get and keep a Public Service job. 



HOW WILL I GET THERE? • \ 

1. View a film and complete a short readirrg 

2. View a series of photographs to learn 
about imagery. ^ ' . 

3.. Complete an evaluation of, my grooming , 
habits. 

^ 4. Complete a two week grpoming log and^ 
summary form. 



HOW WILL I KNOW 

I will.complete a self check activity. 

I wilr respond to questions about each ' 
^ photograph. 

I will turn the 'evaluation form into - 
my teacher. 

I will (jliscuss the summary form with 
my teacher. 



' 184 



IS5 



> 



Good^grooming^ begins with your_Q]fiii_Self concept.^ How. much you care about how you appe^ 
and wh^t you are willing to do about it are the most constructive approaches to improving your " 
appearance. Since a good self concept is the foundation of good grooming we will examine it in 
some depth. ^ ' • ^ 



t 



How you feel about "you" (your self concept) is projected in the .expression on your Kce, 
the way you walk, and tjie set of your head and shoulders. In adidition, the care of your body, 
your choice of clothes and the time and effort you> spend on self improvement ar^ expressed (or 
negated-)in poise, self confidence and self esteem. This doesn't mean that, what is in ybur 
head and heart are not important only that a good mind and-trtgh-aspi rations deserve good pack- 
ag^ng. • . ' " ^ • 

Did you ever stop to .think abolit' how,much money lat"ae companies spend on advertising? This 
. ■ • ■ ■ M 

is their means of getting the concept of their product'on people's minds in a positive manner. 

Wheaties would taste the same from plain waxed b.oxes and the Colonel' s -Chicken would be "finoer 

• licking good" from a brown paper bctg.» Why. do you think they advertise so coloVfully and package 
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their products in an attractive manner? Tne iayejj^^ is designed to. make yo^ remember ~ 
their, product when yo\j start to ^bu^ They have tried^ to crea# a better image thanxheir 
competitors.. Appearance, colof4ff!d how sometMng is sayd all create anT-image in your mind 
of their'. product. . . ^ * ' - 

Altj:r6ugh people are^ not Bought and sold, their products and services are^^^en you 
ap^ro^^ a, personnels-manager you are selling your services in return ^^j^Jfa salary. How 



your Aiage is packaged is an important factor in whe1:her or not these services wili be pur- 
chasfed and whether or not he/she will want to^exolore your other qualities, , 

Good Health: ( ' *~ ' ~ ' . 



Pe'oole ar^ -of te\ surprised that health is considered "a major part' of goo.i^grootning. If 
one remem^er's",' howev^, that it is very difficuK to look or act well\he'n one feels b^d, the 



i^ea of j/ood'heaT^ as a good grooming aid \i not difficult to understa^i^/^'^lean, w'eU 
scrubbed person who. has the^ppearance of vigor does much to forestall any Question ^,*fTis/her' 
physicial ability t^ accop^lish assigned tasks, 

, The basic health habits of ra^^ propter diet, cl'&anliness and e^xerci^e are essential 
A thorough understanding of your needs in each ^f these areas is iftiportant. li you have not 
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scneauled-a coCirse in HeaUh and Hyg^j^e, you may wish to do so. In addition, your library 
will have books and film<:;trips describing good health habits i'nr^fnore detail. 

f^st heal th .hdbits are interrelated to personal habits and cannot be sej^arated. In 
addition to an immacula^ body (a deodorant is a "must") your clothes should be clean a^d well 
pressed and your fingernails clean and properly trimmed. While hairstyles may vary according . 
to personal taste, your hair must he clean and jwell kept. ' ^ , 

, Good posture is another interrelated health and personal habit. By standing and sitting 

^ -. ■ • .V. ' * • 

properly you aid your body in functioning properly. As a personal habit it is an indication of 
personal discipl ine -and that you arj a person who takes pride in his/her appearance. Good 
posture is a fiabit which requires' constant practice to develop and m^ain^in. ' Np mati^ what 
your real height is, st'knd and walk as if you were , ten feet tall. 

; ■ — ' <■ 

Clothing and Atcesso.riesf 

A large. part of looking Well groomed is selecting and wearing suitable clothing and acces- 
sories. W]iat you wear can improve or spoil your appearance. We are not discussing appearance 
in terms of the current fashions. It is iinportant tKat-yo\j are riot confused into thinking your 

A 

clothing must be new or the yery latest styl?. Neatness and suitability rarely depend on that*; 
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rather that they be comfortable, becomjng, and project the best possible image. Cnoicg is 
involved; a person can (and will ) 'Critically evaluate your choices and often relate them to 
your values. Is your clothing too tight, top sexy, too casual for the work world or too / 
elaborate? Your choice does more than simply add to your physical appearance; it is als6 
a reflection of your inn'fer self . 

In selecting clothes to wear to an interview or on the job, remember .they must be clean, 
mended (all the buttons in place) and be pleasing to the eye. Even if you are interviewing 
^•for a job requiring casual or work clothes, the above rules still apply., ^ ,v 



^ la order to honestly project an image ^of yourself that i^ pleasing to others, you must 
make up your mtnd t^ b e that kind of person. In other words you must develop a positive 
self concept - not a/ superficial One. Once you have done that, the proof will be in your mirror 

♦ 

your mind and in your attitude. The most important point to remember is that the basis of good 
grooming and the ultimate aid to your self concept is a pleasant and alert manner. 



; Objective:*, To learn about good grooming habits by watcnirfg a film orv goo^ -grooming. 
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Materials: 'Film - Good Grooming . 



Activity ' 



\ 



\ V - 



^3 



Instructions: • ^ 

Tfie. purpose of this filmstrip is to help you further your knowledge of good grooming. 

When you complete your viewing of the fi1«R, there will be a short objectilve test which will 

« * 

cover both the previous, reading and th6 content of the film'. 

1. If you have not already done so, read the section on grooming v^hich occurs just before 
' this activity. ^ ' . ' 

{ 

2. View the film on good grooming. 

3. Discuss with' your teacher any questions you may have concerning the film. Add ideas 
you may feel needed to be included and were not. 

4/ Review the reading. 



HOW WILL i KNOW I'VE DONE IT COmCTLY 
• I -wi(iM:ake a self-check I5^st. 
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Check: Mark each of t^e following items as True or Fa^lse.; " * . 

1. Good grooniing habits inplude your basic outlopk on life as well as physical habits. • 

2a a person who has a good and real i'sticj self concept is likeT^^ to have good groomir?g habits. 

^3. A person can never over-dress for; art interview,. , ^ 

4. A man should 'always wear a coat and tie to an interview. ' ■ ' 

5. A womjin should always wear a dress to an interview^ ' * - , / ■ ■ ' 

6. Projecting a good self image-is a form of advertising. 

7. Health habits are a critical part of your. grooming habits. .^r ^ 



8. In today's relaxed atmosphere, very few personnel managers object to hair styles which 

\ are extremely different. • / . 

" 9. Posture ts a health habif^hich does not requirfe vey^'mucK attention. * ' * * 

10. In or'der^p honestly project a ppsitive ^mage of yourself, you must make up your mind 

X f 

to be that\kind of person. * . . • ^ 

■'■ \ . ■ ■ '. . ■ ' ■ ' .-, ■■■ 



Objecti -^ Ti) learn more abour imagery. - 

Materials: . Selected magazine advertising, pictures provided by you.r teacher. 



Activity 2' . , 



Instructions: . ' ' ' |y 

1. Your instructor will^ show you a series' of photographs or transparenfi'as . 
2.. As you view each. picture, you are to write down. or respond verbally to the ^ 

kind of image (or.conceot) whith was baing communicated in this* picture. 
^3. Afte^ you have viewed the pictures or transparencies you'wHl be asked .to . 
.participate in a class discussion. Be able to defend your decisions. • 



T 



HOW Wll^t I KNOW I'VE, DONE IT C8RRECTLY 



I will participate in'a class or group discussion. - 
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Objective: To evaluate my own personal grooming habits. 
Materials: Evaluation form included in this booklet 



Activity 3 



Instwjctions: ' / . * ' 

. This activity is designed to help you evaluate your personal grbomirig habits; As you 
review each item'on the sheet, answer it as" honestly '&s possible. 

Rate yourself on a scale of 1 - 5 .on each iteitj Be honest wi'th yourself arvd dQ not 
compare your answers with anyene until. you have finished. * * 
"1. Do. I bathe daily? ^ , ^ ' ^ . > . ' ' • ^ 

2. ^ DO' I .wash and comb my hair before starting hiy day*^s business? 

3, Do 1 average 7 or S^hours sleep each njghtf • , 

4/ Am I satisfied with myself? \ ' * * ^ 

5, ^When,I purchase clothes, do I spend all. of my money on fun type clothes? ^ 

6* Am I greatly ov,erweight? ' ' " ' 

^7* always tired? - ' - ' ' > ' * 

8* -If there was no one else, to do*it^ would I be >^illing to wash, iron 

and mend my own clothes? ^ - * 

* ♦ 
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Activity 3 - continued 



9. I wash 'my hair frequently. ' ^ 

10. I Copsider myself well groomed/ 

11. I have tried to^Jj^ at myself and think of myself as others see me. 
12^ Most of the time I am happy. ^ • - ; , 



HOW^WIU I KNOW rVE^ DONE IT CORRECTLY - ' : 

I will select the area?* which I personally feel need to be improved, I 
file this list. / . - 



Will 
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Objective: I will, improve my good grooming habits by regularly wonitoring my progress for, 
' two weeks. ^ ' * < 

\ 

Materials: A good grooming log. 
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Activity 4 



: Instructions-: , ' ^ 

Review the log found on the next page. ^' 

1. ' Secure a copy of the log to take home. . • * ^ 

2. Review your evaluation form and pick out the areas which you listed as areas for 

. * • ' • ' • ' . , ' , 

improvement. Circle the iterh bri your evaluation. form which is in need of .attention 

3. Take the log home and, keep a daily record of your habits^or a period of two weel/s 

.4.^ Return the log to your instructor, ' * « * 

# 

5/ Secure a summary, fonn from you'r instructor and fi-ll it out. 



\ 



HOW WILL I KNOW J'VE DONE if CORRECTLY, 

' I wil'l complete my- summary torm and thi^ log. 



TOO 



I'll ui^uui'lllW HI'iU /'tKbUNAL HABlIb LUIa ■ " ' 



I will keep this daily log of my grooming and personal habits for two weeks so that I can identify areas that 
. ♦ need improvement. Refer to page 5 Evaluation Check. ' - ' 





Mon. 


Tues. 


Wed. 


Thurs. 


Fri. 


Sat. 


Sun. 


Mon. 


Tues 


Wed. 


Thur^'. 


Fri. 


Sat. • 


Sun. 


Did I tab a 
Ddin or snower 
today • 










1 


















— . 


Did I leave my 
house well 
aroomed 






























How, many hours 
sleep havef^ I 
had . . 


- 




< 












> 












I satisfied 
with myself 




* — ' 








« 


















My attitu^* 

with my family 
was . . 










/ 












> 








My weight is 
sati sfactorv 
or improving 


















V 






• 






Was I tired 
or was I alert 








• 












1 

4 

* 

i 








\ — ~ 


bid I involve 
myse \\/ in care 
of mv clothes 




- 






\ . - 

— ^ 








, 













Did J shampoo 
uiy nair 










• •/ / 






















Did I look 
wel 1 groomed 

f 


■ 


/ 




* 


fr 






■> 










- 






My attitu.de 
with othej«|v 
was 






\ 




\ 


















• 




I ^as suitably 
activities. 




* 


> 

s 


















* 






Other ^ 
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SUMMARY OF GOOD GROOMING LOG ' 



1. The areas I 14sted for improvement were: 



2. T^e area in which I was most successful in improving my grooming habits was 
the improvement can be shown onf my log as , ' 



. 3. As shown on my log, I was least consis,tent in 

-4. 'The area in which I wits least -successful was 

'I ■ , • 

■ 5. I had the most difficulty in accomplishing 



^6. In working on good grooming, I specifically worked- on the following ideas to improve niy manner. 
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BASIC RECORD KEEPING 

V 



'r WHERE AM I GOING? ' 

V 



, In this, unit I am going to study some basic information atout record keeping - - especially 
record keeping by Public service Agencies. ' . . ^ ' .. ' 



HOW WILL I GET THERE? 

^ . ^ ^ 

1. I will complete the reading 
assignments. * 



HOW* WILL I JCNOW I'^VE DONE.e^IT CORRECTLY? * * 

When I hs've read all the Vhformation 

* • 

included, I 'wiTl^ check my answers ahd 
when I 'have all of the answer's correct ^ 
.1 will have finished- ' ' 
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Everyone's life is .governed by records. For example* the birth certificate verifies age, " 



212 
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ind' will determine when he/she will enter public school, |)e allowed to apply for a driver's -H cense, 
be-allowed to marry wiitiout parents' consent, and be' eligible to collect Social Secur^ity retirement 
benefits. . ^ ♦ .. " . i | 

School records'often determine whether or not individuals Iget jobs» The list of records ends* / 
with a death certificate, aijd sometimes* a will, which enables the individual's heirs yfe) claim a share 
of his/her possessions. » 

- Public Service agtencies, like individuals, are governed to large extent by records. > Everyone 
who works in the field of public service will come in contact with different icinds off records and 
materials, ^^a publir service worker a person may actually be invoTveS in record /ceeping activities 

or he/she may need t^ be able to u^e existing records- ^ 

' \ ' ^ I • - 

The one basic reason for keeping or filing records is so'^that they may be found quickly when 

need^d.^ ^There^are twiD basic reasons •foj*'" wanting to find material^; to prove past actions or events, 
•and to get information needed 'for planning future activities. . . 

All records must be free of mtstj^K, easily understopd,' and reaclable^' Incorrect records or 
. records that cannot be read and understood are of no value to an^n^ f Suppose a worker in the 

Deparj:ment of Transportation recorded a sum owed to a hi.ghw'ay construction. companyNiS $10,000 instead 
*of $1,000- This one mistake .could cost state government' (taxpayers) $9,000./ It could raise questions 

about whether or not the mistake wa^ intentional . Public Service workers stiould remember that financial 

records are subject to audit at anytime — accuracy is absolutely necessary. 
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Imagine the disapRpintment of a high school senior who was 'refused admission to a colleg* 
because the admissions officers thought the "A", grades on his record were "D's". Consider the 
inconvenience to an (Jid couple who didn't. receive their Social Security check b^ause a worker 
smeared their address. and it went to Gainesville, Florida,' instead of Gainesville, Georgia -- 
these records were not cle^r and legible. , ' 



Filing Systems . . 

i The filing systems used by government agencifes-vary. Each department, agency, section, or 
divisien develops its qwn filing system — according to accepted practicgs. ^he, exact filing 
procedures to be used are usually in manuals, published -by the "department. However, all filing. ' 
systems attempt to^^ful fill certain basic needs, foljow similar filing* procedures, and use similar 



methods . 



A. Basic needs of a filing system: V , ■ . - v ^ 



1. - The. filing system should be as simple as possible, 

2. It "Should be accessible to ill clerical workers and members of the professional staff 
who must use it. (Some files are designated as "Confidetitial "). 

3. One person should be responsible for maintaining. tjje flies. • , ' ' 

4. Steps should be takeh to make the storiage area safe from fire and vandalism. - 

5. The system should include a procedure for removal and disposal or storage of inactive 
. records . 
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Example of locator guides or tabs: 




f 



4 DOCUMENTATION MANAGEMENT 

REPORTS (DM consolidated report s) 



TNG-TRAINING 



MGT-ADMINISTRATfVE MANAGEMENT 



1 ADM--OFfICE ADMINISTRATION 




3 GENERAL CORRESPONDENCE 
(Temporary). 



2 TRANSITORY MAfERIAL^ 



1 FILES MAINTENANCE AND DISPOSITION 
FORMS (AF Form 80)- . 



FRONT OF FILE 



Care should be taken to see that the papers (folders) are in the rjght section^. Searching 
for misfiled |5apers is a waste of time a'^nd money. There is also the possibility -that a 
valuable document will never be found if it has been misfiled. ^ 
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s •■ . ■ ■ ■ • . ■ 

Basic Filing Procedures: 

1. ^Separate the material s^o be filed from other office materials and inspect them for completeness 

2. Determine which filing arrangement (s) fits the needs of that project. ^ ^\ ' 

3. Sort the •papers. This simply means to group papers the correct order for ^'ling based'on 
^ the arrangement(fel selected. ^ - \ . 

4. Determine, the place for' filing. • . 

5. Put the papers into the filing cabinets. For protection, the papers are usually placed: in 
manila folder's- and then the folders, are placed . in. certain sections identified with locator 
guides or tabs. > - • V 
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This is Specially important since, keeping records yjh^ they are no longer used wastes manpower, 
equipme?ft, fepace, and money. . . ' . 



• < 
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C. ' Alphabetical Filing Arrangement: . . - 

This arrangement is used to file by name, persons, companies,' agencies, etc. It is one of 
six basic arrangements 'and it may be used either by itself or along with ojie or mqre of 

the other arrangements, which are discussed in the next reading activity. 



^ 



The basic rules of alphabetical filing are: 

1. File papers by the last name (surname). 
• V Example:" Carter, Am^ 

Downs, Harry 

» , Moore, Bill - , ' ^ , 

2. When the last names of two-.or more persons begin with the same first letter, look at the 
second letter in*the names to decide whidi name comes first. If the second letter is .the 
same, then look at the third, and so on. ^ 

Example: Carpenter, Paul ^ . . 

Carter, Billy _ ^ . ' * ' ' 

3.. file "nothing" ^before "spmething" ' ' ' 

Example: Johns, Don . ^ 




Johnson, Bud - ^ ' -\ 

1^ the last names of two or more persons are the same, compare first letters in the first 

names to decide the order, of filing. If first letters irt the first names are the same, 
compare second letters, and so on/ 
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Example: Carter, Jacob ^ . * " ' , 

Carter, James * , . > ^ 

If last names and first names are the same, compare middlfe Initials and/or names., ' 
Example: Carter, James Earl • * ' , , 

. Carter, James. Joel > . ' 

File hyphenated*and prefixed surnames as, one word. ' 
Example: Mac Ginty . \ |*" . • . *. \ ' 

■ • McConnell . . ' ' 

4 " 

Morrison • * ' 

Page - Lewis , . . r 

Pagella 

I 

Van Buren * * ^ ' . * 

Names of business firms which contain complete names of persons are filed as if the name 
appeared by itself. . , . . 



sr uompany ^ ^ 

filed ' ' ' . . 



Example: James E. Carter Coihpany ^ 



Carter,- James E. Company ^ 
Names of business firms which do not^contzrin compl|p names of persons, are filed' according 
■ to their first words. If tITe.. first words are the same, the seconil words are considered 
-and so on. , i 

' 22 
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Example: Carter Farms . * . • . ^ 

Carter -Warehouse - . ^ ' /' 

9.- "When indexing the many departments, agencies, divisions, etc., iVi our federal govern- 
^nient lit-t U.S. Government first then index the agencies under this heading. 
Example: U).S. Government ^ • v . 

Agriculture, Dept. of ^ 
Civil Service Commission ^ . 

^ • ; Federal Bureau of Investigation 

Internal 'Revenue Service 
10. The rule for indexing federal agencies also applies to state, county, and city govern- 
ments. \ ^ 

Example : Georgia State Government " - - ^ *- 

Agriculture^ Dept. pf . * ^ ' ^ . 

Education, Dept- of * " 

^ - ' Labor, Dept. of ' * 

Transportation, Dept, of ^ 



\ 



Example: Atlanta, City of 
Fire Dept, 
Police Dept. 
WateirUlqpt- 
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Objective: I will learn and practice the basic rules of alphabetical filing. 
Materials: The attached exercise. • • ' 
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ACTIVITY 



Steps: }. Study each pair of items (names, compani.es, or agencies) listed below. 
■2. Decide which item should be filed first and circle it. 

3. f4entally recall the rule(s) thafapplies to each choice you make. 

4. Turn b^ck to the reading assignment and look up rules about whigh you are uncertain 
Circle the item that should filed first:- ^ 



1. Billy Graham 
Biyy Carter 

2. ' Gerald Ford * 

John Fortson 

3. Tom Johnson 
' ' San Johns 
4*> John Adams 



5. Dinah Shore 
Mary Shore 

6. Mary Jyler Moore, 
)re 



n^or 



John Quincy Adams 

y 



Mary Jane 
John McRae 
Donald Van Buren 
John Thompson Company 
Morgan Supply Company 



9. 'J.C. Baker Company 

Martin Brothers Construc- 
tion Company 

10. Che(mbers Building Mainten- 
ance 

Col]^ins Lumber Company 

11. Country Charm Egg Co. 
Country Best Eg/ Dist. 
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Activity 2** 



Objective: I will review the major points included iii the reading by comDleting this self 
check activity. • . . =- . 



Materials: The a:t^'v1ty Del 



ow 



Activity 



. ^ Steps: 1. 'Read^each item and fill, in the blanks so that the statement is comylete and correct. 

2. Turn back to ,the. reading and look up any item about which you- are uncerta-in. | 
'FilTin^the blanks: - ' . 

1. The main reason for developing a fiTIng system is so that records can be 

-J- ^ • 

" 2. The two basi''6 reasons for wantiig to jnaintain records are 

#• ' • ' — — . 



3-;. In order for records to be useful, they must be 

; ■ ; '—. ■ and , ' , ^ J 



i4.,'0ne of the basic needs of a filing system is- that it shpuld include a° p'roceSure for removal, 
-tlT^sal, oV ftorage of j ^ ^ record^ 



5. Before- filing any document, it should be inspected for t 



HOW WILL- 1. KNOW I'VE DONE IT .CORRECTLY? 

I will obtain an answer sheet from my teacher and check my work, 
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- — - ADDITIONAL FILING SYSTEMS 

There are five basic filing/arrangements .in addition to the alphabetical system. They are: 
'T, Numerical Filing 

Ip. a r*'merica1 filing system numbers are used as captions on the ^gui'de and folder tabs. 
It i^s best to use this system to arrange records that^ are normally identified and referred to 
by number. Numbers can be assigned to persons, contracts, cases, etc, A numerical system 
with assigned. numbers cannpt be used-without a card index to identify numbers- The cards are 
inde-xed alphabetically according to names or subjects, ^ach^card lists the number of the 
folder that^ has been assio^^ed to that person, subject, company, etc. The numbers should be 
arranged consecutively, , \ 
Examples: The Air Force might arrange files on aircraft by numbers: 

♦> 

F102 ' . . 

FT 03 . 
F104 and so pn . • ^ ^ 

. The Social ^Security System assigns numbers: 

♦ ♦ 

. John Doe is 000-00-0000 *^ 
II, Subjective' Arrangement 
J This arrangement is used when the records will be asked for by subject, It'is also an 
alphabetical arrangement. 



233 



JJJL 



ERIC 



III. 



IVv 



ExarriDle: 



- _ V 

""^•a A:^ Force has 25 subject categories. Tne f>rst five a^^e; * 

1. ADM'- Office Administration 

2. CIV - Civilian Personnel Administration 

3. COM - Command Control and Coimmication 

4. - Aerospace EnviroRifient 

5. FIft - FinanQial Administration^ 

Geographical Arrangement: • * . ' 

In this arrangement material is filed by geographic location (area, state, county, city, 
etc.). The specific geographic division used will be dete,nnined by the filing needs of the 
agency involved. The spec fie location is filed alphabetically. 



Examples: ^Butts County 
Hall County 
Ware County 

Chronological Arrangement: 



Georgia 

South Carolina 
Utah 



This arrangement is used {o put files 1n order by date§ with the most recent IR;e(s) 



appearing in the front of the file. This arrangement is often used along with ot4ier arrangements. 
Example: . ' . - / 



May, 1976 



L 



Sept., 1976 



Jan., 1977 
Front of file 
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I 


* » * * 




/ 

• V. 

» 


K 

Organizational Arrangement: * * ' ^ ^ 






This" arrangement is used when the names of the organiztition is^the main basis for filing. 
The organization is also filed alphabetically. ^ 
Example: Central Gwinnett High School . ' 


» 


■u _ 


North Gwinnett High, School ' ^ 
South Gwinnett High School 


> 


>. ■ . ■ 


r 




» 

s 


« 




« 


4 . 

W ♦ * 


1 
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Activity 3 



Objective: The purpose qf this activity is to help you prepare for your unit test by reviewing 

some major points of the reading: * - • ^ • ^ 

Materials: The cfctivity below, v ' 

r- ■ 



^ Act-4^ity 



Steps: 1. Read ?ach item and fill in ^the blanks so tiTat the statement is c'omplete and correct, 

2. Turn back to the reading ancf look up any item about which you are uncertain' 
Fin in the blanks: . " 



^ 1- In a numerical filing arrangement .numbers are used as . on the 

and 



2^ A numerical arrangement cannot be used without a ^ to identify the 

/ ■ ^ 

assigned numbers. / 

3. If counties are ifsed on the locator guides, the ^^arrangement is 

being used. 

4. In a chronological arrangement _^ ^ are used on the 

locator guides. • 5 

> 

HOW WILL I KNOW I'VE. DONE IT CORRECTLY? 

I will obtain an answer sheet from my teacher and~check my work. 
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Activity 4 * v 



Objective: The purpose of this activity is to help you learn to recognize and use all the basic 

filing arrangement. 
Material: You^will need the attached filing exercises. ^ K ^ 
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Activity 



Steps: 1. Read the instructions for each exercise. 

2, Study the illustration, 

3. Mark the file illustraiion and/or<^iTl in the blanks as instructed. 



HOW WILL I KNOW TVE^DONE IT CORRECTLY? 



I will have an oral review and discussion ^of each exercise. Correct any mistakes I 



made at this time. 
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1. Study this example of a numerical file.- Find and Circle the item that is misfiled. Draw an 



arrow to show where t^e misfiled item should be placed. Example: 




front. 



r 



r- 



AF 3050 • 



AF 3025 



AF 2464 



AF 2495 



AF 2459 ; 
front of file 



\ 



In this example of a subjective file. Find 

—I * 

the misfiled item, circle it, and draw an arrow 

to show where' 





<^ 

Rape 


! 


r 


Murder^> 


I 


r 


Burglary 






kidnapping 


— - *■ . 


V 

\ 
1 


Forgery 

front of file ^ 


I 

^ I 









■ it should be 
.placed. 
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Activity 4 - continued 



-J • 



Suppose you are employed by the Georgia Department of TransportationP^here has been a violent 
storm in the Gainesville area and you have b^en asked to set up a fKe for /ecorfds about 'damages* 
You 1iave information about damage to roads, culverts, bridges, traffic lights, traffic signs, and 



J 



th|5^1iighway maintenance shops in six cities;- Murrayyllle, Flowery Brancli, Clermont,, Oakwood, 
Gaines.ville, and'Lula. You are told to u^e a geographical/cirraRgement for your file. Show how 
the fil^e should be set up by labeling the folders in the followinjg illustration: 



} 



L 



/ 



r 
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4. Study the examples of chronological files below, circle the example in which the documents are 
correctly filed. 

c 

A 



V 





Jan. 1, 197 6 


> 


r 


June 14, 1976 




r 


Aug. 1, 1976 




r 


Mar. 17, 1976 


J 




Jan. 1, 1977 


1 


front of file • 

) 


» 


r 


February 14, 1976 


i 
\ 

■ -^^ 




April 10, 1976 


1 




July 4, 1976 


■% *^ 


r 


November 24, 197.6 






December 25, 1976 


I 




front of file 
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^, Activity 4 - continued 



5. Study the organizational file below. Circle the item- that is misfiled. 



( 



Governors of Georgia I 



, ^ ' 

Transportation Dept. | ' ^ ^ ^ 



Georgia Bureau of \ ^ 
lavestigation 1 



r 



, Education Dept. 



L 

— ^ 

Agriculture Dept. _ ' | 



6. The file below has two different filing arrangements being used at once, 
a. Name the arrajpgements used 

(•1 ) ' ' ' 

(2) ' 



T7 



b. Where would you look to find out about a murder committed on August 10, 1976? &ircl( 
the correct -folder. . ' ' 1 



4 % . . / 
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'Activity 4 - continiied 



/ 



July, August, September, 1976 
April , May, June, ){976 
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January,- February, March, 1976 



RAPES 



vT ^ 

October, November, December, 1976. 



July, August, September, 1976 



April, May, June, 1976 

January, February, March, 1976 

-"^^ 



V 



MURDERS 



/ 



October, November, December, 1976 



July, August, September, 1976 



April,. May, June, 1976 



January, February, March, 1976. 



BURGLARIES 



\ 



"A 



Activity 4 - continued 



V 



The file below uses thnee different filing arrangements *at onge, 
a. Name the arranj^ients used. 

(1) ^ , . ■ ' • ' " 

(2) ' o ' 



(3) 
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b. Where would you look t'o find the Safety Plari of the Hall. County Office of Departitient 
of Agriculture? 
. Circle the correct folder gui^le. 
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/ 



J 



/ 



Ware County 
Butts County- 



Safety Plan 



Ware County* 
Butts County 



Financtal Plan 



TRANSPORTATION, DEPT. OF 



Hall County 



Cobb County 



Safety Plan 



Hall County 



Cobb County 



Financial Plan 



AGRICULTURE, DEPT. OF 
Front of File * 



J 



FRir 



125 2 5 3 



r 



DATA PROCESSING 
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Data means facts of information. Processing means to manipulate or to handle. Therefore, 
data processing is "he hwiling of information. -^The purpose of data processing is to organize 
many, facts intc i seful information. 

Public S«4:^,ce agencies must process data in order to get organized information upon which to 
base its opleraii^ns. The kind of information and the \/olume 0/ data will vary with the type afid 
size of the agency. Data processing procedure? will also vary. Each agency uses data processing 
methods that best serve its needs. ? ' 

I. Basic Steps of Data Processing . , 

Regardless of the method used, the basic steps in data processing are the saiTie. 

a. Recot^d the necessary information (data) on a form usually called the source docuojent. It is 
absolutely necessary that the information recorded on the source document is accurate and 
legible. The other steps ,in data^ processing would result in wasted time and effort if 

> incorrect data were used. * ^ - 

^ . k ^ 

b. Put the data .into the system for processing. This step. Known as the input, will vary with 

k ' ' , 

the processing method used. > 

c. Process or 'handle the data. As mentioned earlier different methods can be used. The basic ' 
methods are discussed in the next reading section. . ^ 

d. ■ RecorrfSthe useful information, that has "comer out" (resulted from) the' processing. This is 

called the output of data processing. 
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II.. Methocis of Data Protessing * ^ / 

^ People who specialize in data processing have devised and used hundreds of different methods. 
Two of the older methods of d&ta processing, manual and mechanical, and the newest method, 
computer processing, are briefly discussed below. Many variations of these methods are in 
use' today. 

a. Manual Data Processing 

4 

In t^his method the processing is done by hand. Often called the pencil and paper way, 
this method involves the use of many forms designed to handle the data. 

b. Mechanical Data Processing 

This method involves the use of machines^ that help to handle the data more .quickly and 
accurately. Machines used include adding machines, calculators, cash registers, accounting 
machines, bookkeeping machines, key punch jnachines, etc. 

c. Data Processing by Computer ^ ^ ' - . ' 

The newest method of data processing is by computer^ The digital computer is, in i'^lf, 
_ _ , a data processing system. It is electronic equipment designed to perform the input, pro- 
cessing, apd output steps of data processing. 

To better understand how the computer works, study the following comparison between the 
washing machine and the computer, " ' 
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1. The^ input is dirty clothes and 

* 

detergent. ^ 

2. Processing is the washing according^ 
to a given cycle - permanent press, 
normal , delicate, etc. 

3. Output is the same clothed clean. 



The 
including 



^ta 



The input is data and a ^program (manmade 
instruction§^for fondling data). 

Pracessing is'^when 'tiie computer uses the 
program to organize the data- 

Output is- the same data organized^as use- 
ful /information. 



and program may be reqprded and entefed into the' computer by a number of methods 



1. Punched ^5^s - Data is represented by holes .punched into cards. Each hole has. a meaning, 
and groups of Vies represent words -^br numbers, '• . » 

2. Punched tape - Data ts recorded continliotisly on paper ~tape and wound o'n reels. As with 
punched caVds, data is recorded' in the form of holes punched into the tape according to 
a certain code. ^ ^ * 
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3- Printed, characters on paper documents - The jprii;it contains magnetic particles that can be 
"read" by machine ♦ , ^ • . * * ^ • ^ , • 

Example: -Account numbirs on^ checks are magnetic and can be "read" by machine. 

4. Magnetic Tape - This 1s pi^-S^re-tape covered With a layer of magnetic material. Data is 
recordecj in the form of invisible magenetized spots, called bits. Combinations of these^ 
bits are used as" codes for letters, numbers', etc. ^ • • 

5'. * Magnetic disks - Data is stored in code .on a layer of magnetic material which covers flat 
, disks ;th^t. look like hi-fi rei:ords, T^is., too, can be "read" by the computer. 

• People are responsibje fcr taking .data from the source document and recording it in a method that 

can be "read" by the computer^ Computer equipment changes this man-readable data and instruction to 

machine-readable code "^lactricaV imi^uls^ and *then stores tfmS-nformation inh'ts memory (internal 

storage unit). The computer processes data by routing electrical impulses, representing the data, 

through 6'lectrical circuits. Computer equipment then changes the processing results from 'electrical 
/ ^ . . V . , ^ 

impulses to* a fohn^man can read-ftnd use. The results may be:' • 

,1- * Printed on a form ' * ' ' - 

'2. Puricked in $ards' * . ' • . . , - • 

3- Written 'on magnetic tape ' - . ' - _ - 

4; Sbown on a TV like display . * - * ^ 

' Date processing by computer has two main advantages: ^ . 
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1. Speed - The computer <saves a lot of time. 

Example: A medium size computer can add a million four-digit numbers in ten seconds. 

It would probably take a man more than 100 days to do that much adding the 
pencil and paper way. - ' 

2. y\ccuracy - The computer can perform second after second, hoilr after hour,, day after 
^ f day withou.t a single mistake, * - 

Of course, the computer does hav'e limitations. It can work only with the data and program 
fed inta it by people. If either one or both' are \Jong, the results will be wrong. And then, 
too, there is alv/ays the chance that computer equipment will weat out or break and^ require repairs. 

Data processing by computer i*^ especially valuable to government agencies as they attempt to 
' • ' * 

'handle huge volumes of information, for example, without the computer processing census data and 

tax records, would be an almost impossible task'— census data would probably be out-'dated before it 

could be processed ^ apd t/ ie new. tax year'WouJd probably start before the previous yearns returns were 

completed. V ^- \^ 

The computer has additional value to governmental agenci-es because it goes beyond the mere 

e 

processing of data — its memory allows the computer to keep records of information that can be found 

<|uickly When needed. For example, a policeman can check to see if a car is stolen in a matter. of . 

^ ^ , ^ ^ \ • '* , * \' ^ ' 

seconds, the Air Force can know the location of all its aircraft at the flick of -a switch, and the 
* , *" * 

262 state income tax unit can check><(^rson*s tax records instantly. ' . ' 

. - \ . : ;■ ■ 
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Activity 5 , 



Objectiv?: 




the purpose of the activity 'is to help you prepare for your unit test by reviewing 
.major points o^f the reading. ^ , /. ' ^ ^ 

You will need the attache?^fill pn the ilank questions. 
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.tepi: 1. '^Read each USr 3iid filV in 'the blanKs so- that the statement is complete 
and' correct. ^ ^ • . <^ '\ 

2. Turnback to the reading and look up any item about which you are 
uncertain. , . 



HOW WILL I KNOW I'VE DONE IT CORRECTLY 



I win obtain an answer sheet frosin teacher and check- my work. 
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^ Activity 5 - continued' 



Fill jn the blanks: 
1 . Data ine .n 



Processing means ^ 



Therefore, data processing is 



2. The purpose of data processing is to organize many facts into 



3. The first' step in^data processing is to 



the necessary 



on a form usually called- the 



In data processing by^computer, the ,input is 

or manjhade instructions. The output is the same 



and a 



organized as 



5. For use by a computer, <jata is recorded in a method that car^ be "reSd" by machines 



Examples include: 

1. 



2. 

4. . 



_^cards 
_ tape 

on paper documents 

tape 



5V Advantages of data processing" by comiDuter are its 



) 



and 



1 
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INTERVIEWING SKILLS 



WHERE ;\M I GOING 

By the time I complete this unit I will learn and practice the basic interviewing 
skills needed to conduct factual interviews. 



How Will I Get There 
1. View a film on interviewing, 
^ * 2. Review a list of "do*s" and "don'ts' 
3, Prepare for an interview 
4- Conduct a mock interview 



How Will I Know, , . . 
I will answer a series of review questions. 
I wilL complete a self check activity, 
I will complete a form designed to help 
me prepare for ari^ interview^ - 



I will be evaluated by my teacher. 
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Object ve* i will view a' film on interviewing skills. 
Materials. Your teacher will provide the film for the group. 



0- 



Activity 1 



Instructions: 

1. Review the following questions prior to viewing the film. 
i. View the film^ ^ ^ 

3L Participate in a class review. , 

; 

4. Record answers to each question for future reference. ' 

a. What is an interview? 

ft 

b. What is the purpose of an interview? 

c. What are some of the critical human nt'ations skills needed to complete 
an interview properly? 

d. What are the types of questions asked in an .interview? . 

e. Other than listening to wha^a person saying, what^lse should' the 
the interviewer attempt to.observe ih -* "der to better understand the 
interviewer? ^ ' . ^ ^ ' ^ 

f. What are the two basic types of interviews? ^ * ^ 
HOW WILL I KNOW I'VE DONE IT CORRECTLY? I will recorrd the tlass answers for future reference. 
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Objective; 
Materials: 



I win re iew a list of "Do's" and "Don'ts" associated with interviewing skills, 
The printed materials in this book\et. 



\ 
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Ac tivity 2 \ - 



Instructions: ' • * . " ' 

>1. Read the suggested practices carefully. ^ ^ o 

2. As you reaa the list, compare tRe "do's" and "don' ts" which are related to 
one another^- * . ' . 

3. Complete the attached self check activity. ^ , / ' v ^ 
- 4. Correct your activity. * ^ , • . 

5. (Optional)^ Your teacher will assign one or more items from tife .list to act 
out or to provide an exafnpld of the correct procedure for your classmates. 

0 

HOW WILL I KNOW TVE DONE IT CORRECTLY? 

I will complete the self check activity and, practice in the demonstration activity . 
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Prepare ^or t'l^ inte ^- e . 

« 

L cMe'.w.a . ,r t learn from the interview 

and pi m yd iv q.e , - ' ^ ^ that you will ask for the 
infonnation y.u ly-need. If you have an appli-^ 
cation or a f:,rri *o ";e, study it, know what infor- 
motion IS r<e,que?te:' . arg decide how to word your 
.questions to -get tr.is information. 

Hold the interview ir p^ace that is pleasant, ct)'mfort 
/ible, and pr^ivate. l-d not try to do sogietMng else 
at the same t'lme - d^^ not.peicmit yourself to be 
interrupted. ' - ; . 

-ielp the' person be interviewed to feel at ease 
ar>d f,ree. to talk. Tq rjo so, be a{ ease yourself. 
Snfile. Begin- the 'interview by talking about things . 
that arf^ eafsy to talk about.. For example, if you 
h^.ve a form to corr, lete, start with non-contnoversial 
items such as age, addrgss, etc. ^ • ^ ^ 



Don^ts^ 

Don't wait until the interview has started to 
read your form and plan your questions. You . 
' can't effectively listen to the interviewee 
and plan your^next question at the' ^ame time. 
Also, if you have not pr.epare'd your questions 
before hand, you run the ri?k of leaving out 
important information, not ""jnishing on time, 
and distracting the interviewee. ' 
Don't do anything that seems to distr^c^the 
interviewee. Don't even take notes if it 
seems to bother him/her. 
Don't act nervous or uncomfortable,. • 
Don't "talk down" to the other person.* 
Don't act as if you are irritated. 
Don't be criticctl of him/her. 
Don*t^do anything that ^^Id indicate a lack 
of .interest on your part!^' ^ 



Show that you are si'-cf^ y interested -nn the inter- 
viewee and th?t you ■ - Iling to help h'im/her 
become employed. You ca-^ do thiS(^t>y Carefully listen- 
ing, to him/her and letting tne person' know that >you 
understand his/her feelings. ' 
Be sure you stay in ccwntra] of the interview. Ask 
questions t4iat wi^l keeo the person talking on the 
subject. . ^ 

Ask sin^ple, direct questiom', one at a time. Be ' 
certain the interviQw>^- Unde^'Stands what Ipformation' * 
-you want. ^ . - * 

Allow enougf^im&<-f'or the interview.. ^Give the inter- 
viewee plenty of time -.to ^ans^/Zer each question before 
asking your, next questi'on. If thejJ^e is a set time • 
limit for-the interview, be sure to tell the inter-' 
viewee b;^f ore .you start. , '/^ 
If you must' ask for ^confidential information, do so 
in a bus inelfes like mariner and shCw that .you intend ' * 
to keeji it confidential. 



^8. Don't ask long, involved question^. 
9. Don't use worJs that seem too liard for the ' 
interviewee^ . . 

10. Don't ask several questions at one time. \ * 

11. Don't be afraid to ask questions. 

12. Don't talk too mu^ The purpose of an 
""^interview is to get information, not give it 

13. Don't let your personal bias (prejudices, 

f 

^ leanings) distort the facts you gathered. 
Example: . Don't let a person's physical * 
, appearance inflijence your evaluation of 
, his/her aDyii:*yor ch^iracter. 



8. (continued) , * * 

■ ■ . • 

Example: ■ Wrong "• hi: tnat you've got a woman ▼ 
■ ' • O 

liV^n^ vrth you now.. Who is sh^ 
. and huw »ong has she be.en living- 

wit h you?'' 

Right: ''Our o^'ire nrost have a record*of 
9 : \' ^ ' 

5 1 c!''3ni^es in living arrangements. 

Have there been any changeson the 

' • number of peopje 1 ving withwou 

• • ' * since ^ny l^s>UA^it?" . . 

9. Tell the ini^rviewee 'v?h^n^^c/she.cam expect a decision. 
Examole: "You should get your Ijcens^ 'tn 'about 

two weeks , " 

' . "rn call tomorrow afternoon and let you 

» • . I ; ' 

^ know whether oy* not ^ou-have been accepted 
for the program." i 
, 10. Evaluate the , interview. i 

Did you get the Information you'Wanted or needed? 
• Were"ycHi objective and fair wit^.the person ,l>eing 
. 27f> ^^interviewed? '•' / ^ 

ERIC • ^. i . : 




Objective: -I will r' my understanding of the "do's" and. "don'ts" list. 
Materials: This c ^li -check activity* 



t Activity 3 



" tnstructions: - ' ^ » 

njt a (+) hoside the things^you should do v^ile preparing for or conducting" an interview 
an^put a (O)'^^side thihgsp/ou shouTd not do; - ^ 

1. Show that^you understand the interviewee's feelings. 
2, Let the interviewed ;:ake over-'as soon as* you think he is ready. 
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•3. Ask simple^ direct questions -one at a tiine 
4 

6. Decide how. t.o word youtrrqiiestions; befoire the -interview starts 

7. » If DQssfble, -hold; the- intervievyo'n private 

8. Begin the ;in.tervie^^r with questions\th$(t' are. easy to ansmrf. 

9. , Avoid. doing- anything that seems' to.dnstract the intervigiJe. 



4 



Snovf^that you are interested iri -the interviewee and that you are willing to hel^ him/her. 
Iry^to do oiost of ^ the talking youreelf. • , " ^ 



■10. Evaluate' the int^v.lew- accofting to 



your -pgrsohal biab ..(iJrejudices) . 




Objective: To v^^-^ • to conduct an interview using sample forms. 

Materials: Geor^^u State Department of Family and Children Services Initial Conta'tt form. 
(Cop:/ included in this booklet)-. 



r 



Activity^ 4 



-4- 



Instructions; ' < 

' 1. ,You are ta'assume you are the tnitial contact person i*or\*)e Department of 
Fiamily "^nd .Children Services. Yotj .are to intefview a person tomorrow as a 
clerk trainee. * ' ^ 

^. As^preparation for that interview, you are to complete the attached form. 



*'HOW WILL I KNOW I'VE DONE IT CORRECTLY? 

. I wi*11 turn in the form for evaluation. 



J 



FORM FOR COMPLETING INITIAL CONTACT FORM 



1. Give the full meaning of the following abbreviations or tJerms. 



1. Rel. to H.H. 

2.. M/S . 

3. R. 



4. Income/Source 



5. Referra-l And/or other ag 



jgfeQtie^ 



providijng ser,yices: 




2. The way you would phrase questions to get information about each section of the form. 



1. 



7. 



8. 



4. 
5. 



JO, 
11. 



ERIC 



6. 



12. 
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UDj^ecnve. i w,i 1 1 conduct a mock finterview to complete imtiai contact form. ^ 






Materials: Int'ormation in this booklet, a tape .recorder or video tape machine. 




• 


Acti>v4ty 5 


* ■ 




■ \ • 

Instructions: * - . . ^ , 




• 


\ 

V. Review the information on your form. 


t 

/ 




2. Your teacher will arrange for\'a partner to work with you. 


« 


3. . Secure a recording machine. \^ 

4. Conciuct'the interview in front of the class or tape tlie interview and give it ' • ^ ' 
to Vour teacher. , - . - \ 






HOW WILL I KNOW 'I'VE DONE IT CORRECTLY? * . 

• 






I will be evaluai,ted "by my teacher. 


« 




• 
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■ i Basic Infortnation Form " ' 

'Initia-1 Contact . ' 


• 


Case Nismber 


• 


'/ 




> 










1 




< * < 


, / 

/ 














•Date . 

" r X 










< 






*• 




Nane-of Staff Member ' 

"/ . * \ i 


L'^st Nank/ 


First Nai}ia 


Maiden 
Name 


Sex 


Rel .to 

HH 


■Date of 
. Sirth 


M/S 


D 


Number - 


T <^ * / ■ ' 1.' 

Income/Source 















• 






— — ^ 


JJ^ad of HH- 

■^T ^ ' 


* 


















uzners 




























• 








- 


• 










u : 
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• 






~~r 






^fl- _ 






















f 












* 




4 














Address: ^ 










Referral and/or Other Agen 


cies Providing Service ^ ^ 












<• 






> 








, rnone r«o. 

Own or Neighbor 


















Problem: ^ 













/ APPLYING FOR A PUBLIC SERVICE JOB 
^ Introduction 



As has^been stated from the beginning of this course of study, \he purpose of APPS is toyhelp you 
get a" public service job. The areas that have been seliected as being of the most help have ])een presented 
in your reading and you have finished the many activities which reinforce accomplishing this goal. Now 
it is time to see if your knowledge is pract-ical and really can used tofertt^r the work world, 

' The best test if to see )if*y^ can be successful in getting -a job and the |)est measure of your 
APPS preparation is to be inte)?Viewed by a prospective employer. . This unit is designed to coordinate 
this info^ation that you ]ia^e learned, and then^ to examine it from the stand point of an employer. 

' No two intervjews are the same, but most employers are looking for the same general employee assets. 
'For example good healths a neat appearance, a mature attitude and ability, '^But, you are fortunate you 
have the opportunity to take w^ith you much-more when you are interviewed, ^ The activities following will 
review some of the APPS additional knowledge so that you can stride rather than tip-toe irito your community' 
agencies armed with skills beyond those of generalities, • ' ' - . 



WHERE AM I 6(HNG? 



silt 



By the time. I complete this unit I will successfully identify and apply for a public service work ^ 
stafion using the information in this booklet as resource information, v . 

290.' ■ / ■ ' ' ' - ' ' ■ ' • ■ ^ • ' 
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HOW WILL I GET THERE? 

1 . Review all self-check; 



C 



2. Review the grooming log. 

'3. Complete an application for the 
station for. which I am applying. 

4. Take part in an interview with 
the personnel officer. of my 
prospective work station. 
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HOW I KNOW. . 



r wil'l take a comprehensTve test ''from 
the self-checks. 

I will* dress properly 

I will submit it at my interview 
for evJluation. 

I will receive word as 'to whether 'l 
bave been accepted for a work station. 



A 



•Objective: ,To review the ,s*tudents knowledge of the^ reading materials, 
Materials: This booklet, unit^test. ' ' 



• 294 
ERIC 



Activity 1 



'J. 
_ 2. 

•3. 



Your teacher will direct you to a" review of all of the check tests in thfs- booklet. 
You will ask for as.sistance or clarifica-^ion of skills' wh'icfi you have 'forgotten or 
of which' you are "ndf-^ure. '(examfjle: Wri4;ien and Oral Communications) 
You will practice^or study these deh'cient' areas and then rVcheck. 
You will be .asked to take a *comprehensi ve'te^t from the 'self-checks. 



HOW 



WILL I KNOW I'VE DONE/IT. £ORRECTLY? 
My teach'en will grade my test. ' 



r 
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Objective: To" pnoperly tiress for a job interview-. 
Materials: N5 special'materials needed, 
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'/ - Activity 2 ' '• . 







1. '' You win check your "grooming log". . * * * 

2. You win U^t those items wher'e improvement stin is needed, ' ' 
3.. You win^atch a vi(Jeo tape on interviewing^ ^ ' 

4. Yqu win* select the mpst effective elements^ ih'^e taped interview and Wst them. 



HOW Wkl I KMOW rv^.DONE M CORRECTLY? 



My teather \{^i11 evaluate the appropriatene^^ of my dress for the" interview. 
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. i 



297 



\ 


. ^ . ' \ 

•m , « , 

Objective: To prepare for a job interview; ^ * ' ' 
Materials: Application form, dark blue or black pen. ^' 




s, 






_/ • 


. / * . Activity 3 ' - 

' — '■ i- f' ■ f . 1 . 1 ^ , 




• 

1 

m 


; • T ; ^ 

>:i » • 

•1.^ You^will fill out an application form neatly ^and .accurately. 

• ' ' ' -t^ 

A. You will exchange applications With a fellow student and rnV^ suggestions to 

* >• ' . ■ • • 

each other. . ' ' > ' . - ^ * 

B. You will, solicit the opinion of your teacher as to the final quality of your 
application and yoi.r interviewing techniques. ^ 




* 


2. You will conduct mock interviews* ' ^ , 






A. You will play the role of applicant. - . 




K 


B. 'You vrrll play -the. role of employer. ^ ^ . * 

HOW WILL I KNOW I'VE DONE JT c6RRECTLY? 
* My .teacher will evaj^ate my application fo^nn. 


• 
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Objective: 



Materials: 



To b§ accepted at a Public Service Job Station. 
No special materials needed. 



Acti vj]tj(^ 
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You will come to school dressed for an iaterview. 
A. You will 'check your job application: 
n 1. ' Is is neat? . 

2. • Is it complete? _^ ' ' ' - 

*^3. Is it accurate?. ^ 

4. Does it say what you wartt it to express? 



.B. You will think over what you have learned anrd be ready mentally. 
2.^ Y6u w'ill be interviewed by' a Public Service employer whom you do not know. 



\ 



HOW WILL I KNOW I'VE DONE IT CORRECTLY? 
. My interview will be evaluated. 



J 
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